0o
—

MuN|s

A TYLER TECHNOLOGIES COMPANY

Of Special Interest

Additional Release Note Document
Modified for KY School Districts

2003 Annual Release

March 2003




Of Special Interest — Table of Contents

INTRODUCTION ...ttt ettt ettt ettt s e steestesseenseesaesseessaeseesseensessaesseenseessenseensesssenseensenseenes 4
HOW TO REACH MUNIS TECHNICAL WRITERS ..ottt 5
1Y 02 L TSRS 6
New Cascading (MDI) MUNIS MENUS .......ccccoriirireriieeiieitieeieeieesieeereesteeseessseesseesseesseesssesssessssesssens 6
Benefits of Using the NewW MENUS .......c.cooiiiiriiiiiieiiieceetese ettt sttt 7
FOR SYSTEM ADMINISTRATORS: Setting up Cascading (MDI) MeNnus .........ccccceeevvierieenienieenieeeieennen. 11
Step 4 — Verify e-mail server has been Set Up.......c.ccocevieriiiiniiniiiniiicceeceen 13

More information on running the MEeNU.............cccuieiiiieiienieiie et ens 14

How to Set up MUNIS manuals for access in the New Menus.........cccccccvveeviieeiiieccieeniie e 15

FOR MUNIS USERS: How To Access the Cascading MENnUS............cceeviieriieeiieniienieeiiesie e eee e 16
SCREENS ..ottt ettt ettt ettt e s teeab e e st e st enteeaeeeseenseenteeseenseeneesseenseensenseenseessenseensesneans 17
New On-screen Button FUNCHIONALITY .........ccoueiiiiiiiiiiiieiiecie et 17
Side menu OptioNS MOVEA ON=SCIEETN ......viiereiieeeirieeiieeesiteeesteeesteeeseteeesseeesssaeeasaeessseeessseeessseeessseeensseens 18
Other On-ScCreen FEATUIES .....c..eiuiiiiiitieieiiierieee ettt sttt sttt et st e bt et e bt e nbeeaees 19
Radio buttons and check DOXES........coiuiiiiiiiiiiie e 21
NEAtIVES TN REA .....eeiiiiiiiiee ettt et sttt et be b s 23
MUNIS OFFICE PROGRAM LISTS ..ottt sttt e e e seeneas 24
Attachment Feature Program LiSt..........cccooiiioiiiiiiiiiieiieeeieese ettt et siae e 24
EXCEl Program LSt .....c.uiiiiiiieiie ettt et e et e e tve e et e e et e e s saeesssaeeessaeessseeensaeesnsaeennnes 25
WOTd Pro@ram LLISE ....cc.oiiiiiiiieiieeie ettt ettt ettt ettt e e s sae et esabeenseessbeenbeenseesnseenseas 26
WORKFLOW AND RELATED REQUIREMENTS .....oooiiiiiieeeeeee e 27
OVEIVIEW Of WOTKIIOW ..ottt ettt sttt 27
Set UP REQUITEIMENLS ....c.ueiiiiiiiiiiiie ettt ettt ettt b e et e bt e sabeebeessteebeenaeeans 29
WOTKEIOW OPLIONS ...ttt ettt et b ettt et sbe bt e e sae e beenees 32
2\ 3 1 PSP STSR 32
IMUNIS MESSEIZET ...uuvvieeuiiieeiiieeeiiieesiteeeiteeeeittesateestteesteeesabteesabeeessteeesbeessseesnsaeesnsaeesnseeennseesnnseens 34
Install Of MUNIS MESSEINZET .....cccuiieiiiieiiieeeieeeeieeeeteeesteestteesteeessbeeesereeessaeeesseesnsseessseeesseeenns 38

For the MUNIS System AdminiStrator: .........oceeecuierieeiiienieeieenee ettt seeeieesiteeseesveeeeens 38

FOT The MUNIS USET: ..ttt sttt ettt et e st e bt e s aee et e saeeens 46
Workflow Business Rules Spooled RePOrt..........c.ooiuiiiiiiiiiiiiieiiiciieeee et 49
Programs incorporating Workflow (with associated Business Rules)..........ccccoeevvieriienciiencieeciieeee, 54
ACCOUNES RECEIVADIC. ...ttt et sttt 54
FINANCIALS ...ttt ettt et ht e et e bt et e e saae e bt e saeeeaneas 55
PayTOll/PErSONNEL ......cccuviiiiiiiieiie ettt ettt et et e et esabeenbeeesaeenseesaaeenbeeenneenseas 58
MUNIS WEB-SITE PROGRAM ACCESSIBILITY ...cotteiiiieit ettt 60
You can now access programs from the MUNIS Web-Site.........cccveviiriiiiieniiienieeieeie e, 60
REDESIGN OF SYSTEM ADMINISTRATION MODULE ......cccoooiiiiiieierieeeeeee e 62
System Admin Redesign: OVEIVIEW .........cocuiiiirieriiiieriienieeiesitesie ettt ettt ettt sttt saae e et 62
System Parameters - Spool File Change..........cccviveiiiiiiiiiiieecee et 63
FER HIGHLIGHTS ...ttt sttt et st b et sat e bt et e bt e beenees 64

Of Special Interest 2003 Release
March 2003
Page 2



FER HIGHLIGHTS — IN-DEPTH LOOK ......cccooiiiiiiiiiiiiiiiiiictieeeceeeee e 66

Department codes — Centralized LoCatioN.........cccuviiiiiiieiiiiciie et 66
OVEBIVICW ...ttt ettt et et b et e h e b et e a e e bt ea et sh e e sb e e ab e eht e bt enb e ebteebe et e ebbenbeebeentesneenbeenees 66
Report Sample of Department Code Spooled Report ‘spupdd.001 .........c.oeevvveeeiieeniieeiieeiee e, 71

PO Maintenance REAESIZN.......cc.iiiiiiiiiiiieeiieeie ettt et ettt et ste et esebe e beeeabeenseesnseenseas 74

New Personnel Programs: OSHA ProCESSING......cccuiiiiiiieiiiieeiiieeciieesieeesieeesveeesveeseeeesseeesseeessseeenns 75

Payroll Allocation Field UPAate ...........ccveeiiiiiiiiieiecieee ettt ettt ae e 76

New Personnel Programs: EMployee GriEVANCES...........cecvieeiiieeiiieeiieeeiieeeieeeeieeesieeesveeesreeesenee e 77

E-Mail Address and Supervisor Fields Added...........cocieriiiiiiiiiiiiieeeeece e 79

AR LI1aDIIEY CRANEZES ...eeecvvieeiiieeiiie ettt steeeeteeesteeestaeeeaaeeetaeesstaeessseeessseeensseesssseessseesnseeennses 80

MUNIS DOCUMENTATION. ..ottt sttt sttt sttt sttt et sbe et et saeebeennes 81

USET IMANUALS ...ttt s h e et e b e et e s bt e e bt e s be e et e e sheeeabeesseeenbeesnbeenbeennee 81

ONlINE DOCUMENEATION .....cutiiieiieie ittt ettt ettt et et eb e sbe et setesbe et eatesbeebesaeesbeebeennes 82
MY NOTES FUNCHONAIIEY ...ccuviiieiiieciieeciee ettt e et e et e e e saeeeaaeesssaeessseeeenneeas 83

Some things to be aware of before USING .........cccuieviiiiiieiiiiiee e 83

How to use MY NOTES ...ttt st e e e 84
Printing Online (RoboHelp) Manuals............ccceeiiiiiiiiiiiiieiecie et 87
LIST OF AVAILABLE MUNIS MANUALS FOR 2003.......coitiieieieieeeeseee e 92
On-Line Help Manual LiSt.......cocueiioiiiiiiieieiesecee ettt sttt sttt 92
PDF Version Manual LISt .........c.ooiiiiiiiiiiee et sttt sttt e e e e 93
PAYROLL CONSOLIDATED TABLE OF CONTENTS .....cooiiiiiiiiiiieiieeeeeeee st 94
AUTO INSTALL OF CLIENT PC....ooiiiiiieieeee ettt ae e sneenseennas 95

Overview of System REQUITEIMENLS .........cecuiiiiieiiieiiieiiie ettt ettt ettt st saeeebeessaeebeesaaeenseensees 95

Running the INStall..........oooiiiiiieeeeeee ettt e e e e et e e sae e essaeeeaaeeennaeennnes 96

SPECIAL CITCUMSTANCES ....veevvieiiieiieeiieeiie et eieeete et e ettt eeteesbeebeeeabeeseesnseenseeenseenseessseesaesnseenseessseenseas 101

Of Special Interest for the MUNIS 2003 Release
March 2003
Page 3



INTRODUCTION

History:
Prior to the 2003 release, the Of Special Interest section was combined with the MUNIS Enhancement
document. From the 2003 release forward, this information will be a separate document.

What it is:
This document provides you with a quick, but comprehensive overview of some of the major advances
in your MUNIS software.

Why Of Special Interest was created:

The MUNIS Release Management staff realizes release documents contain large quantities of
information. This document has been created to help you locate the information you need more quickly,
and to help facilitate your understanding of new MUNIS features.

If you have any questions or comments please feel free to contact the technical writers at:
docstaff@munis.com.
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HOW TO REACH MUNIS TECHNICAL WRITERS

What do technical writers do?
MUNIS technical writers produce:
e user manuals
e reclease notes
e install notes

The Goals of MUNIS Technical Writers:

Document quality is important to the writers. Their goal is clear, concise documentation that meets the
needs of its users. Therefore, an e-mail address has been created where you can voice your concerns,
suggestions and input directly to the writers. The address to use is:

docstaff@munis.com

The technical writers want to hear from you. This address is an attempt to make the MUNIS
documentation dynamic, with information shared between users and writers. If the writers do not hear
from you, they will not know what you need. So let them know how they can make your documentation
more useful and user-friendly.

Also, if you are storing useful information in the Help file My Notes function (see page 84 for more
information), please use this address to send your notes to be incorporated into the MUNIS manuals.

When e-mailing the docstaff:
When contacting the documentation staff, please be specific. Note: The more specific and clear you
are, the better the technical writers can address your input.

1. What module your suggestion relates to. For example: New York Tax, or Utility Billing.

2. What type of documentation you are referring to. For example, the user manuals, the release notes
or the install notes.

3. Ifyour issue relates to the manuals, include the name of the manual and what section, program and
option you are referring to.

4. If possible, please include why your suggestion/complaint will enhance the MUNIS documentation.

The result:

You will receive a response to your e-mail within one week of sending it. The response will include
how your suggestion is being addressed and in what time frame the change will take effect. For
example, the change will be made as of the 2003.01 release.
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MENUS
New Cascading (MDI) MUNIS Menus

Note: Using the new menu format does not change screen functionality. Items such as on-screen
buttons, side menu options, and Toolbar functions act the same way they do in the standard MUNIS
menus.

What the new menus are:

Upon opening the new menus, your MUNIS options are displayed at the top of the screen. The
cascading menu structure is similar to Windows formatting. When you choose a menu option, such as
Payroll/Personnel, a pull down menu appears with further options.

Skate of Chio
State of Pennsylvania

Skate of Tennessee

A, TH Retirement FiM
E. TN Retirement Report/Mag Media
. TH Employvment Security Rpk/Mag

State of Alabama
Cther States
W, Site-Specific Functions

¥ Munis Main Menu - CITY OF AMERICA - As of 2003 - munis =&l x|
Systemn  Edit ‘Windows Favorites  Finandials | Payroll/Personnel  RewvenuefBiling Other Dept  Admin Help
A, Auxiliary Programs 3
% B - - @ D Qgﬁ X a % EB. Employes Maintenance/Reports  » .
¥lpayROLL CONTROL FILE . Payroll Processing Functions 3 ;lgﬂlg
0. End of Petiod Functions i » ;:I =
Acti = F. Retirement | State-Specific ] A, Skate of Connecticut 4 = =
. G, Vendor Check Processing 4 B. State of Kenkucky 3
H. Personnel Auxiliary Programs k . State of Louisiana 3
1. Personnel Processing k D, State of Massachusetts
J, Salary [ Benefit Projections 3 F. Stake of Mew York 2
K. Applicant Tracking k G, State of Rhode Island  »
L. Terminated Employvees k H. State of South Carolina
M. Pension Tracking 3 I. State af Arizona 3
Code 1, Skate of Morth Carolina
K. State of Mew Hampshire  »
f e L. Skate of Florida 4
Descriptior -
M. Skate of Michigan 2
M. State of Ilinois 4
Short Desc 0, Skake of Mississippi 3
P. State of Maine 3
Default? . State of Maryvland 3
R. 3
S, 3
T. 3
L. 3
. b
3

| UM | ovR
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Benefits of Using the New Menus

Why the new MDI menus are useful:

1. The cascading menu structure is similar to Windows formatting. This allows for easier navigation
within the MUNIS system since the cascading menu format enables you to see a ‘trail’ of where you
have been.

¥l Munis Main Menu - 2003 TEST DATABASE - Ikrudner 1:25:57pm 121 00 1 S =1

System  Edit ‘Windows Favorites  Financials  PayrollfPersorinel | Revenue/Biling Other Dept  Admin  Help
A, Auxiliary Programs

% [é - - @ D \té X é [ wx lm B B. Payment Processing

A, Auxiliary Programs

F. Utility Billing System

E. Master Prograrns Menu
i, Bill Processing Menu
D, Special Processing Menu

— G, Tax Biling System
Run Type 22 c H. Parking Ticket System
Commitment # |2287 4, Final Bil Processing

Menu ‘trail’

»
3
E C. &/R Inquiries | Reporks  k :3
[ = oi ronrocess—oos st onranase——— [N ia i HETR
3 I
3
3

v vRBY v\ v w

EB. Apply Late Fees ta AfR F. Inquiries | Reports Menu
— C. Delinguent Motices 13, Lien Processing Menu
————  D. Cutoff Process H. Collection Processing/Reports
Stantylate 83/8 F. Calculate Budget 1. Ukilicy Eilling Workflow Admin

m Bill Date 83/8 g Apply AssmtfIA Overpayments e il
Due Date [[R¥A]  H. Site Specific Processes g

1. Reset Final Bill Acct, Stakus

Fiscal Year 2882 &, Minimurn Bill Processing |

1, Calculate Sewer Average . Wirginia » B, Sewer Lsage Report
Chg Code Yr |2882 = — ki

k. Calculate Interest on Deposits . !

L. Inkerim Consumption FiM ning % -8a

M, Route [ Read Sequence Change
M. Account Mailing Labels
0, Account Master Maintenance

=

Toggle between eq Comp —"p
5 [~ Export Handheld Meter File | ¥ [ Generate AR |
SCreens. YOLI can [¥ Generate Charges | I~ [~ Q=Select Depositsinterest |
keep more than one [~ Import Handheld Meter File | I~ [~ ApplCreditsDeposits |
screen open at one [ Import Third Party File | F [ BilPrint |
time. [¥ Charges File Maintenance | [T [ BankBilling Register/EFT | | |
[¥ Charges ProofRegister |
ol
|% Initiske & UfE bill run process, | |NUM | |O'-1'R 5

2. The cascading format allows you to toggle between screens. Because more than one program
(screen) can be open at once, you can keep your most frequently used screens open and simply
switch between them.
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3. You can select the user manuals from the main menu by selecting the Help option, rather than going
to the START option on your computer. This saves you time.

™I Munis Main Menu - 2003 TEST DATABASE - lkrudner 1:31:1 2pm [0 0000 I =0 = =T |
System Edit  Windows Favorites  Financials  PayrolfPersonnel  RevenuefBiling  Other Dept  Admin | Help

%@qrmﬁxaéﬁ[wxms“ ts Payahl

E. Accounts Receivable )
Email Support

Munis Home Page:
Munis Suppart Page

C. &nimal Licenses
D, Bid Management
F. Budget

. Business Licenses About Menu w1.08h
H. Cash Flow

I, Census

J. Connechicuk Tax

K. Contrack Management
L. Fixed Assets

M. General Billing

M. General Ledger

O, Inventory

P. Maryland Tax

Q. Massachusetts Tax

R. Michigan Tax

5. Mew Hampshire Tax

T. MNew York City Town Tax Admin,
U, New York County Tax Admin,
Y. Morth Carolina Tax

W, POs And Requisitions

%, Parking Tickets

. Pensians

. Permits &nd Code Enforcement
. Persannel

. Project Accounting

. Systemn Adrministration

. Tennessee Tax

. Wirginia Tax

» orkflow

[ [ [ratiea | VR

L = Vs

4. You can contact technical product support, documentation staff, and OSDBA directly from the main
menu. Select the Help option from the menu, then the Email Support option, and you can write and
e-mail without leaving MUNIS.

F003 TEST DATABASE - Borudner

mmmmmwmw—mm.u
Eﬂ-yj-qn-ﬂ|1_;}iﬂ_¢.|rirﬁilﬂ1l_ﬂ @ -
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5. You can access the MUNIS home web site and the OSDBA website directly from the main menu
under the Help button.

it M - 2003 TEST DATABASE - lkrudnes
mummmwmmmmlm

W arW22Q2F v s | 5| o

6. You have the option to establish a ‘Favorites’ list of the programs you use most frequently. To add a
screen to your favorites list, choose the Add to Favorites option from the Favorites menu.

Note: For this option to work properly, you must be at the 3.50.1a client level. If you are at the
2.01.1b client level you will get the error: “MEMDIMEN: Add-Favorites error: Run data not found
(.mdO0.fc.grpl)”.

E Systemn  Edit  Winda II S e Eirzpsizle o sonnel  Revenue/Biling Other Dept  Admin  Help _|ﬁ'|i|
Add ko Favarites _
Organize Favorites L [ @ I r‘@‘
0. Menu Maintenance
1, Parameter FiM |
2, Account Master Maintenance FATE AR A1l Jobs Complete? |F
3. Bill Run Process UICE RUHN
Start Date 03/61/2001 End Date 83/01/2001
Bill Date 03/01/2001 Mail Date 63/ 01/2 001
Due Date a3 /0172001 Int/Penalty Date [83/01/2081
Fiscal Year 20082 Bill Cycle 3
Chg Code Yr 2882 High Warning % .88

Low Marning % .88

Req Comp Req Conmp

[T I Export Handheld Meter File | ¥ [ Generate AR |
F [ Generate Charges | I~ [ G=Select Depositsimerest |
I~ [ Import Handheld Meter File | I~ [ Appl Credits Deposits |
[T ¥ Import Ihird Party File | = I BillPrint |
[ [# Charges File Maintenance | I [~ BankBilling Register/EFT |
¥ [ Charges Proof Register |

1 of 1
|% Initiake & U/E bill run process, |NUM | |O\I'R i
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You also have the ability to order this list according to your needs. Choose the Organize Favorites
option to display a screen where you can order the list as needed.

®I Munis Main Menu - 2003 TEST DATABASE - Ikrudner - [Organize Favorites] 18] x|
.E]System Edit Windows Fawvorites Financials  PayrolliPersonnel  ReveruefBiling Other Dept  Admin Help _|ﬁ'|i|

GE-arBOGXQSF | we (| @@ 6| L

Cancel

Hit the spacebar (or double-click) to select a row. The
‘Delete’ and ‘Hove' buttons will operate on all checked
rows, or the highlighted row if nothing is checked.

8 |Menu Maintenance Select All

1 |Parameter F/H Clear All

2 |Account HMaster Maintenance

3 |Bill Run Process
Sort by Desc
Mowe Up
Mowve Down

memenumn |— 1/4
Add Update | Delete | [Exit |
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FOR SYSTEM ADMINISTRATORS: Setting up Cascading (MDI) Menus

Note 1: To test the new menus you must run the MDI Menus from a PC. Running the menus on a
server does not work.

Note 2. Log in as something other than ‘root’.

Note 3: When you run the MDI menus (cascading menus) for the first time, a blank screen appears
(see screen shot).

™l Munis Main Menu - CITY OF AMERICA - As of 2003 - lkrudner =1 )

System  Edit  Windows Fawvoribes Financials  PayrolfPersonnel  Revenug/Biling Other Dept  Admin  Help

FrarGlexQ&50 | wx 2@ 6| &

This blank screen does not mean that your computer is frozen or that the menus have not
loaded correctly. This is how the new MUNIS menus look. To access the programs, use
your mouse to click on the menu option you want from the MUNIS menu to pull down a list
of further options to choose from.
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: “ignis Miain Memd - CITY OF AMERICA - As of 2003 - Reriusdnes

Rx<=@Oex0a@ | wxie [ L
C. AR Inquines | Repoits

[0 General Bllng Systam. B
#, Paramabar FIH

Click on the program you want to initiate the program screen:

™I Munis Main Menu - CITY OF AMERICA - As of 2003 - lkrudner

=]
System  Edit  Windows Favorites Financials  PayrollfPersonnel  Revenue(Biling Other Dept  Admin  Help

Rr+e@BOSXASF WX | =660 &

:' U,/B CHARGE CODE F/M - CITY OF AMERICA - As of 2003

=10l

Year

Charge Code
ascr AR Code J |
Activity |

Rate-Master

Charge type

Misc-Chygs

Description
Short description

i
|
r_________

calc code | M
Apply Discount? =
Fee Amount/Pct
Fee Hinimum
Fee Haximum
Payment Order ]
Interest Rate
[ N

Interest Hethod

Use for HMisc. Cash? [~
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Step 4 — Verify e-mail server has been set up

Verify the e-mail server has been set up in System Parameters FM (spsysrec), 2nd Screen. To go to
System Parameters, select: G) Admin, A) General Admin, B) System Parameters, then select the o

Screen side menu option.

R=TE
Month Labels -
JUL  |AUG  |SEP  |OCT |MOU |DEC |JAN |FEB |HAR |APR  |WAY  |JUN

MUHI% Modules Installed -
AB AP AR As EX FA PA PH PO PR RW = uB CF

F ¥ ¥ F F F F F F F F F F I

[ Use entity code restrictions

Available to |entityl

2 = Available to |entity2 |DESCRIPTION FOR ENTITY CODE 2
3 = Shared

County # 14341 |TEST COUNTY

District # 123 \ABBREVIATED DISTRICT “NUMBER™

Budget Unit # [87621  [123456789012345678981234567898

[¥ Update Client

SMTP Server/Port |64.118.188.2%5
Administrative Email Address |

25

This enables/disables the Email Support option on the Help pull-down menu.

- b

Plunis Main *HMena - CITY OF AMERICA - As of 2000 - lknxdner

QS wxe | ma &3 L

1
:"ﬂ"ﬂl 1 PRSLAMETERS FILE MAINTENANCE - CITY OF

&, Financeal Product Support
B Payrol/HR Product Suppart
i, TaxRevanue Product Supbor

D, Uity Bifing Product Suppat
Fi 2E06A Support (Contract Required)
i3, Dooumentation Questions Feedbad

Month Labels -
JUL AlE

sEF ot JUH

4:24 4500 ETIIRINS PREIES
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More information on running the menu

1. The program file is memdimen.42r and should take from 1-30 seconds to load the first time. When
the menu comes up, verify everything works. Then exit the menu.

2. Load it again, and a dramatic improvement in startup time should occur as the cached menu file is
loaded. One way to determine if you are running from the cache, rather than building the menu, is if
the splash screen comes up. If a splash screen appears, the menu is doing a full build (or rebuild).

Note: To have the splash screen appear when menus are rebuilding, the MDI Menu Setup program,
“Show splash screen during rebuild” field must be check-marked.

Menu Build: A menu build is triggered when you edit menu records, security records, or user
records. For example, if this is the first install at your site, you may see the menu build often as
menus are edited.

™MD Menu - Initializing =10l %]

83/18/083 MDI Menu vi1.B89 11:87: 06

CITY OF AMERICA - As of 26883
CITY HALL
FALMOUTH HC 64187-9999

Customer #: (594)
User Login: 1Krudner IF Connection: 192_.168.118.62:8

Database : Munis Version: v2003

This screen is the Henu Daemon, that runs continuously in the
background. To hide this window, click the '_' minimize button in

the upper, right corner. To exit, use the System->Exit option.

Some menu settings have been changed. Please wait while g
menu is rebuilt. Henu will lead faster once rebuilt. 4_

However, once your site is up and running, the menu build message should only appear occasionally.
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How to Set up MUNIS manuals for access in the New Menus

Overview:
Instead of going to your computer’s START button, in cascading menu format you have the ability to
access the Help manuals from the MUNIS Toolbar and screens. This saves you time.

™ Munis Main Menu - 2003 TEST DATABASE - lkrudner | - 5] x|
System  Edit Windows Favorites Financials  Pavrol/Personnel  ReverpesBflimg=—ather Dept  Admind Help

GRr-r@f X087 Wi (=]

To set this up:

1. Load the online help documentation (*.chm) on:
e the client PC (using the same directory structure on each PC) or
e on a server that is accessible to each client PC.

2. Assign and export a new MU HELPPATH environment variable. If there is no documentation
directory path defined (see above) in this variable, the MUNIS system establishes a default directory
path for the client PC. This default path is the standard documentation directory path previously
used by MUNIS when you installed past documentation.

Note: When setting the MU HELPPATH variable, be sure to include backslashes to properly format
the full pathname.

Here is one example of a MU HELPPATH variable pointing to directory on a network server:
export MU HELPPATH="\WPUBLIC SERVER\WMUNISWONLINE HELP”

Of Special Interest 2003 Release
March 2003
Page 15



FOR MUNIS USERS: How To Access the Cascading Menus

Before you begin:
The cascading menus must be installed on your MUNIS system (by your system administrator; see page
11) before using the new cascading menus.

Where you choose the menu format:
When the MUNIS initialization menu (mini menu) appears, the MUNIS MDI (new cascading) menu
option should display. Simply choose the option.
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SCREENS

New On-screen Button Functionality

What they are:

On-screen buttons function similarly to side menu options. In fact, many on-screen button options are
side menu options that have been moved on screen. These buttons are links to further information
related to the program.

:' CUSTOMER: FILE MAINTENANCE - *** MUNIS 2003 Mew Gui Database **+* = ||:||£|

Rr-rBeX08F v i=s @B A

Humber Last Changed by | on at

Created thru r__
Misc Fields
Person/Entit
Allases / ! r_
Name | THE? |
View Audit |
Personal Data fiddress |

Zip Code
City, State | [
Country |

S3N/FID

Telephone

Fax
E-Hail
Website

|

|

|

|
Customer Type r_
Resident? ||

If the box is checked,
there is data on the
option’s screen.

+

[~ Addl Addresses | [~ Special ConditionsMNotes | [~ Associated Hames

Why this is useful:

This new on-screen button functionality is handy because the checkboxes allow you to see if a screen is
used or not. This has the potential to save you time and frustration since you don’t have to actually enter
a screen to see if there is pertinent data. If there is data on the screen in question, the associated
checkbox already indicates it.
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Side menu options moved on-screen

On Screen Functionality:

Some previous ring menu/side menu options are now available on the program screens. The placement
of these buttons on the screen makes the features easier to use since the functionality is available beside
the fields it is needed in.

_ioix]
Rrearf*xQ080F (rX = H6| &
Year Type Bill ﬂ Cpst Hoteg/SC Bill Hame FPh
| | | = |
A petail Parcel ID | N |
Orig Bill | |
Prop Loc | |
Lien/Sale | |
Quick Scan
Specific Bill Int Dt Billed Abt/Adj Pmt/Crd Interest Unpaid bal
Y=L Itility Acct | | | | | |
¥=Customer 2 I I I I I I
Y-Parcel | | | | | |
£=Name Fees/Pen: | | | | |
| ' | | |
I—
| —
|
| ]
|% Display transackion history For the current bill, W| [l
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Other On-Screen Features

& On-screen program links:
The Open button allows you to jump to a specific program. In the example above, your mouse can
be used to click on the Open button to go to the Customer FM program and the Special
Conditions/Notes FM program. Once in these programs (after using the Open button), you can
exit out to be transferred back to the original program (in this case, the Bill Inquiry program).

Use the Calendar button to set dates.

Click on the Calendar button to open a screen where you can set the day, month, and year for the
field you are in.

4 »| | mnarcH 2002 AW
SUN HMON TUE WED THU FRI SAT 4] Use to set the
1 2 month.
3| 4| 5| 6| 7| 8/ 9| ¥ Use to set the year.
10 | 11| 12| 13 | 14 | 15 | 16 |
77 18| 19 | 20 | 21 | 22 | 23 | |1_| Use to set the day.
24 | 25 | 26 | 27 | 28 | 29 | 30 |
31
|83 /1472082
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The calculator button.
This option calls a calculator that calculates directly from the current field. The calculation is
then automatically entered in the field after exiting the calculator screen.

HINEXT YEAR BUDGET ENTRY - MUNIS Live Database -10] x|

GBS XxQSF Wi =s|@s | 2

Cancel

Account |@1141 n28 ~_Ielephone

| A16-180-141-000-0-0006-0-8-
Type |E

Projection |28881

FY 28§z
Original Budget | ent
Revised Budget | Bd
Budget less Cfud |
Current Actual | \ -a8
Encumb/Req |
|

Available Budget
Projected Actual

Totals: Curr Budget Projected Actl Department % Change
52,500.80 -1,108,508.80 | 7,248,835.08 |xxxxxxx
Ceiling Totals | 165,080.08 | 2080.80
139 of 445
|[D Enter the level 1 budaget request amount, MM |

OYR,
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Radio buttons and check boxes

You will notice some fields, which used to take “Y”es or “N”0 entries, have been changed to radio
buttons or check boxes. This change gives you the option of entering the info with your mouse, or from
your keyboard.

:' SPECIAL CONDITION CODE MAINTENANCE - MUNIS Live Database = ||:||5|

Rrar@@XxQ80 (W ) =a|HE| A

Code PR

Description |PR?MENT ARRAHGEHMENTS

Short description |PAYHEHT

ACTIDNS

npplies to: ¢ Bankruptc Radio Button
% ment plan

& Heither
[¥ Calculate interest & penalty

. . Check Box
¥ Print new bi
& delinquent bills/notices

[¥ Accept payments

[T Omit from Tax Lien/Sale process
[¥ Automatically display

5 of &

To make an entry:

Radio button
e Mouse: With your mouse, simply click the field to make an entry. If an entry already exists and
you want to change your answer, simply check the answer you want and the selection
automatically changes to that selection.

e Keyboard: From your keyboard, select <Enter> and then use your arrow keys to select the
option you want, then press <Enter> again.
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Note: When arrowing up or down in these fields, the option moves along with the arrow. If you
don’t select <Enter> the option will remain at the last radio button you arrowed through.

Check Box:
e Mouse: With your mouse, make the selection you want. To reverse the entry, click the box
again.

Note: To incorporate checkbox fields, that were previously “N” in Y/N fields, you must check
the checkbox and then uncheck it.

For instance, in Payroll on the Status Start Change screen, there is a check box field that
indicates whether or not a payroll is complete. To find payrolls that are not complete, previously
you could perform a Find using an "N" in the “Completed” field. Now, in order to perform a
find with the check box fields, you must check the box and then uncheck it.

Differences:
There are some differences between check boxes and radio buttons.

Radio buttons:
With radio buttons, only one entry can be made out of the available set of radio buttons. In the
example above, there are three available radio button options. You can only choose one. Also,
you must choose one, you cannot leave all three options blank.

Check Boxes:
With check boxes, you can choose as many options as you want. In the screen above, out of the
available check box options you can choose no option, three options or all options depending on
your needs.
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Negatives in Red

Certain MUNIS screens now display negative numbers in red. This functionality brings attention to
negative amounts.

=10/ x|
Rrar @ xQ8F rXx)=a @B ]| &

Year Type Bill # @ Cust # MHotes/SC Bill Hame Ph

1998 RE-R | 980081 | 1006 (& ¥ [ABC ELECTRIC
Parcel ID |@810-01 (108 SOUTH ST
—— Alt Parc | |BLUEBERRY HILL, HA 22551
Orig Bill
Prop Loc |1 MAIN ST |
Lien/Sale | |
Quick Scan
Specific Bill Int Dt Billed Abt/Adj] Pmt/Crd Interest Unpaid bal
W-Utility acct | 1/98791/98 | 716.25 | -1.25 | 715.80 | .80 | .80
2[11/01/98 | 716.25 | -1.25 | 715.80 | .80 | .80
¥=Customer
3 |02/02/99 | 716.25 | -1.25 | 715.80 | .80 | .80
4|85/01/99 | 716.25 | -1.25 | 715.80 | .80 | .80
Fees/Pen: | .88 | .00 | 5.08 | .80 | .80
Totals: | 2,865.80 | .80 | 2,865.80 | .80 | .80
|
\JAN 1 Owner: ABC ELECTRIC Due B88/89/2082 .0@
| Next Int .80
| Int Paid 1,259.88
2 of 2
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MUNIS OFFICE PROGRAM LISTS

Attachment Feature Program List

The attachment feature is available in the following programs. This list is from the 2001.03, 2002,
2002.01, 2002.02, 2002.03, and 2003 releases:

Account Master Maintenance (ubacount
Applicant Maintenance (atappmnt)

Bill Inquiry (arbilinq)

Budget Amendment Entry (bgamdent)
Budget Transfers & Amendments (bgamdent)
Customer File Maintenance (arcstmnt)
Employee Deductions F/M (prempded)
Employee Inquiry (prempinq)

Employee Master File Maintenance (prmaster)
G/L Account Inquiry (glactinq)

G/L Journal Inquiry/Print (glcjeinq)

General Journal Entry & Proof/Update (glcjeent)
Invoice Entry (apicdent)

Inventory Item File Maintenance (initmmst)
Invoice Maintenance (apinvmnt)

Next Year Budget Entry (bgdeptrq)

Payment Entry (arcshrct)

Position Control (pmposctl)

Project Master Maintenance (paprjmmt)
Purchase Order Entry (poentpst)

Purchase Order Inquiry (poinqury)
Recurring Invoice Maintenance (aprecurr)
Requisition Conversion (rqconvrt)
Requisition Entry (rgentpst)

Terminated Employee Master (prmaster)
Vendor Bid File Maintenance (bqcatbid)
Vendor Inquiry/Reports (apvdrinq)

Vendor Maintenance (apvdrmnt)
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Excel Program List

The Excel feature is available in the following programs. This list is from the 2001.03, 2002, 2002.01,
2002.02, 2002.03, and 2003 releases:

Applicant Tracking (atappmnt)
Consumption Analysis Report (ubcnsanl)
Create Bid/Catalog Master (bqcatbld)
Deduction Mag Media & Reports (prcumagm)
Employee Accruals F/M (premacru)
Employee Certification F/M (prempcer)
Employee Deductions F/M (prempded)
Employee Evaluation F/M (prempeva)
Employee Inquiry (prempinq)

Employee Job/Salary F/M (premppay)
Employee User Defined Fld F/M (prusrdat)
Enter Catalog Order Quantities (bqcatord)
Export Checks to ACSII File (apchkexp)
Fixed Asset Master File Maintenance (famstmnt)
G/L Account Inquiry (glactinq)

Grievance F/M (pmgrieve)

Inventory Item File Maintenance (initmmst)
Next Year Budget Entry (bgdeptrq)
Position Control (pmposctl)

Purchase Order Inquiry (poinqury)

Receipt Inquiry (arrecing)

Vendor/Inquiry Reports (apvdrinqg)
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Word Program List

The Word feature is available in the following programs. This is an accumulated list from the 2001.03,
2002, 2002.01, 2002.02, 2002.03 and 2003 releases:

Applicant Tracking (atappmnt)

Bill Inquiry (arbilinq)

Create Bid/Catalog Master (bqcatbld)
Customer F/M (arcstmnt)

Employee Accruals F/M (premacru)
Employee Certifications (prempcer)
Employee Deductions F/M (prempded)
Employee Evaluations (pmempeva)
Employee Job/Salary F/M (premppay)
Employee Inquiry (prempinq)

Employee User Defined Field F/M (prempusr)
Enter Catalog Order Quantities (bqcatord)
Export Checks to ACSII File (apchkexp)
Fixed Asset Master File Maintenance (famstmnt)
G/L Account Inquiry (glactinq)

Grievance F/M (pmgrieve)

Inventory Item File Maintenance (initmmst)
MUNIS Print Spool Functions (spsplmnt)
Next Year Budget Entry (bgdeptrq)
Position Control (pmposctl)

Purchase Order Inquiry (poinqury)

Receipt Inquiry (arrecinqg)

Vendor/Inquiry Reports (apvdrinq)
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WORKFLOW AND RELATED REQUIREMENTS

Overview of Workflow

What is Workflow?
Workflow is a new MUNIS module. It is designed to extend the functionality and the productivity of
MUNIS software by greatly improving process efficiency and employee productivity.

Workflow is defined as the automatic routing of approvals, rejections, and notifications related to
selected transactions. With this definition in mind, the MUNIS Workflow module makes it easy to
automate transactions (e.g. approvals and notifications) through their approval and delivery process.
This is done using the standard business rules of your organization.

You set up these business rules in MUNIS Workflow to describe what should be approved and by
whom, as well as any spending limits, etc. Workflow is flexible and you can set business rules for the
entire process, for a specific department or location, or choose to tie rules to a particular GL account
segment.

How it Works:
Workflow software gives you the ability to notify employees when actions are needed without
everyone having to log on to the system.

Workflow is centralized, which means it is available across the entire MUNIS product line (Payroll,
Accounts Receivables, Financials, Tax, etc.). As of the 2003 release, Workflow is available in more
than 40 programs. MUNIS Workflow identifies employee(s) at the current stage of the approval or
notification process and either routes an e-mail to them, or a message to MUNIS Messenger. Messenger
is an application that allows approvers to view their own MUNIS “To Do” list without having to log in
to the MUNIS system.

Note: You decide whether to use Messenger or regular e-mail. Please see page 32 for more
information.

By using Customizable Business Rules (CBR), unique approval and notification processes can be
created for many MUNIS transactions. CBR’s allow separate approval/notification processes by
department and location if desired.

Where Workflow is located:

Each module that is Workflow enabled has its own "Workflow Admin" option on the main menu (e.g.,
"Fixed Assets Workflow Admin"). You can access Workflow programs from these menus within each
module. Please see the “Introduction to Workflow” section of the Workflow manual for more
information.

It is also located on the G) Admin, F) Workflow Admin menu.
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Other sources of Workflow information:

For a complete reference to Workflow and its functionality, please refer to the Workflow Manual
located on your MUNIS Documentation CD. The Workflow manual describes in detail many
important aspects of the Workflow process. Note: To review the latest information regarding
Workflow, please refer to our website at www.munis.com for the latest version of the Workflow
manual.

See page 54 for a list of MUNIS programs that are Workflow enabled for the 2003 Annual
Release.

See the Enhancement Release Notes for further information.
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Set up Requirements

In order to use the new Workflow functionality, the following System Requirements must be in place.

e The IP address of each client PC must be in the hosts file on the MUNIS server, or have an entry
in a DNS server on the LAN. Note: This may be the case if you currently run MUNIS Office or
use Crystal Reports from your PC. If your MUNIS server is either Windows or SCO
OpenServer 5.0.X, this step may not be necessary.

e Touse MUNIS Messenger, have the following in place:
o You must be at Windows 98 or Higher. Note: Windows Millennium (ME) and

Macintosh computers are not Workflow compatible.

o It is recommended by MUNIS that your system be at Client Version 3.50.1a. Note: This
happens during the ‘Auto Install of Client PC’ located on page 95 of this document.

e To use e-mail, you must be at Windows 95 or Higher.

e Ifyou are using e-mail in conjunction with Workflow, a valid e-mail address must be set up for
each employee in the MUNIS ID Code Permissions program (Option A. System Parameters).

™1 1D CODE PERMISSIONS - **+* MUNIS 2003 New Gui Database ***

RrarBSx@8F | we (=B &

=& x|

Munis System Parameters

User Code root Short Hame |root
Long Name |System Administrator
Initials

E-mail Addv |munisuser@munis.com

Permissions:
Public Access Only User
Department Code
Spool File Access
Default Printer
Output Menu HMethod
Default Henu/Program
Direct HMenu/Program Call
Entity Code Restriction
Workflow Superuser

|% Copy permissions For the current user to another user,

[rauma |

[ovr |
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Important! With the 2003 Annual Release, any approvers that were previously set up in the Req
Dept/Loc File program will convert in the following manner:
e Approvers that have an e-mail address entered in the ID Code Permissions program
(option A. MUNIS System Parameters) will convert to “2” (E-mail).
e Approvers that do not have an e-mail entered will convert to “1” (Inbox).

Please read the Workflow Business Rules Spooled Report, located on page 49 of this document.
Review the “Workflow Approvers” and “Business Rules” that converted over for accuracy. If you
need further assistance, please contact MUNIS Support.

After loading the 2003 release, you must do the following:

o Enter your SMTP Server/Port (e-mail server). Must be a valid e-mail server address or
valid server name (if using the server name, must be resolvable to a valid address) Note:
Port is set as 25 in most cases.

o Enter an Administrative e-mail address so that any Workflow functionality is delivered
from here. Note: You may want to set up a specific Workflow e-mail address as shown
below.

System Parameters FM screen

I SySTEM PARAMETERS FILE MAINTENANCE - *** MUNIS 2003 New Gui Database ###% B ]
Rr-r-flrxQ0aF vxi=s|dE] &
Month Labels -
JUL AUG SEFP QCT HOY LEC JAN FEBE HAR MAY JUH
MUNIS Hodules Installed —
AB AP AR AS EX F& P& PH PO FR T UE @z
F -+ W M F F ¥ W | "R
¥ Uss entity code restrictions
1 = Awvailable to TOWH
2 = Available to CITY DESCRIPTION FOR ENTITY CODE 2
3 = Shared
County & 14441 TESTING COUNTY
District # 123 AEERFEVIATED DISTRICF "HUMEER"
Budget Unit # 87621 123456789012345678F01234567890
¥ Update Client
SMTP Serwver-Port |55.55. 555.88 25
Adninistrative Email Address |workflow@nunis. con|
|ED Enter the administrative email address for outgoing e-mail. MM | |OVR
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Important Note: If you do not wish to implement the Workflow functionality at this time, it is

not necessary to set the above. However, make sure each employee is set as ‘Delivery Method’
“1” for Inbox in the Workflow Approver Maintenance screen. When you are ready to implement
Workflow, refer back to this section.

:' WORKFLOW APPROYER MAINTENANCE - *** MUNIS 2003 New Gui Database *#+ = |ﬁ' |5|

Rrear@BexQ08F v =@ | &

For each
approver ID [munis Ml HUNIS Administrator employee, set the

Delivery Method [1H  HUNIS Inbox | < ST}}‘I/eII;y method to
nobox.
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Workflow Options
E-Mail
You can choose to use e-mail functionality within the Workflow module.

Prerequisites:
e Each employee must be set to delivery method “2” (“e-mail”’) in the WORKFLOW APPROVERS
FM program (refer to the Workflow manual for further program information).
e A valid business rule must be set in the Workflow Business Rules FM program (please see
page 54 for the complete listing of business rules in the 2003 release).

:' WORKFLOW APPROYER MAINTENANCE - *+** MUNIS 2003 New Gui Database **# = |ﬁ' |1|

RZar@HXOESF W | =a @R[ &

For each
employee, the
Delivery Hethod E. e-mail <_ “Delivery
Method” must be
set to “‘e-mail”.

Approver ID munis Bl HuNIS Adninistrator

|- Forward Transactions

Forward ID .

1 of 1

e [ fovr |

Example:
With the 2003 release, Workflow e-mail functionality now exists within Requisitions.

When releasing a requisition, an e-mail notification is sent for approval (see below).
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When releasing a Requisition, an e-mail is generated:

:' REQUISITION ENTRY - **+ MUNIS 2003 New Gui Database *++

REarBexQ0sF wxid=a [{E| &
101 N 6

Fiscal Year [ 20883 Req Amt 18.58
Detail browse Req number 89825036 Entry Date |B82/21/2083
Line detail Gen Commodity (5188 B art su plies Needed by

Hotes

General Desc
s sted Uend

Release

Activate

Discount %
Delivery Ref

|nrt Supplies

aaasza Bl [0 1

a ll
.880  Freigntlz [ .ooe

Entered By |munis

The Computer Store

2nd Screen

Approvers

Line 1 Oty | Generating/sending workflow e-mails... 1 of 1

=5

[m)
=]

g
ﬁ IIiIIIII E

= Item/Loc/typ |—|_|_ #Z Pencils
Add line Unit Price r_____;EfEEEEE
UOH [Case  Frgt .08
Dsc | .88 cred [ .88
Line item total [ 1e50 Add'l Desc [N 1099 Box | Fa [N

Seq Org Obj Proj Description Amount Bud
m a18 18188 Cash 18.58 ﬂ .

N N
| g

1 of 91

|% Release this Requisition for approvals, | |NUM | W |

LG R Rela W PR PACRe = i = e N B S e ) (R R =TT

The e-mail is sent:

=l x|

™ Pending requisition approval - Message {Plain Text)

Jgﬁﬁeply|@Replytonlj|$§Forﬂard|§ | L4 ||:B * | »> - W - £| (@) .

JEiIe Edit “iew Insert Format Tools Actions Help

From: workflowadminiskr ator@munis, com
Tao

Cc:

Subject:  Pending requisition approval

hJser munis has entered the requisition 9825036 (fiseal year 2003) totaling §10.50 for the department 101 with the =
commnedity code 5100 and a general deseription of Art Supplies.

Sent: Fri 2/21/2003 1:35 PM

This requistion can be aceessed for approval in the Requisition Approval program in MUNIS.
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MUNIS Messenger
You can choose to use MUNIS Messenger within the Workflow module.

Prerequisites:
e Each employee must be set to Messenger “Inbox” in the WORKFLOW APPROVERS FM
program (refer to the Workflow manual for further program information).
e A valid business rule must be added in the WORKFLOW BUSINESS RULES FM program (please
see page 54 for the complete listing of business rules in the 2003 release).

:I WORKFLOW APPROYER MAINTENANCE - *** MUNIS 2003 New Gui Database *#+ _ IE |£|
Rrar@BexQ&8F v laa (@B & J
approver 10 [munis Bl HUNIS Administrator For each
employee, the
Delivery Method [1H  wunIs Inbox < “Delivery
Method” must be

set to “Inbox”.

I~ Forward Transactions

Forward ID .

1 of 1

e [ fovm |

Example:
With the 2003 release, Workflow Inbox (MUNIS Messenger) functionality now exists within

Requisitions.

When releasing a requisition, a notification is sent to you stating pending actions exist in Messenger (see
below). Click on your messenger icon to access.
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i %ML MUNIS Messenger =101 %]

There are new pending actions! Click on "View Now' to see them.

View How | E=xit |

e

e
Click “View Now” to view all actions.

i Current Pending Actions 2: 43: 24 pm |0 |1 )4 I3 0 1 B

MUNIS Pending Actions
&I Requisitions pending approval  (2)

" B DEPT TOTAL AMT YEWDOR DESC TYPE
100 3000.00 The Computer St Computer Sup AMT *® Cliclk He =
101 10.50 The Computer St Art Supplies AMT * Click He = :J
Approve l
REeject
Forward
Hold

By selecting “Click Me”, you can Approve, Reject, Forward or Hold the requisition. Examples are
provided below.
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Approve the requisition - Requisition is automatically approved.

Requisition Entry screen
Displays the
MIREQUISITION ENTRY - *#* MUNIS 2003 New Gui Database *#* == new Approved”
%‘EﬁiP@D@X@@[WK@EHIHI,Q status
DeptiLoc 101 . 101 Status s Approved
Fiscal Year c [2003 e 0L_Amt 18.5
Detail browse Req number 09825036 Entry Date |82/21/28083
Gen Commodity (5188 B art Supplies Needed by
General Desc |Art Supplies Entered By |munis
Suggested Vend ooeozo B E. E. The Computer Store
Discount % .@8@  Freight % .aaa
Delivery Ref | 2nd Screen
Approvers
— Line | 1 oty 1.8 10f 1 ==
View-Req Commodity 5188-01 :
- Item/Loc/typ |— #2 Pencils
Add line Unit Price 10.58800
UOH |Case Frgt .88
Dsc -88 Cred -88
Line item total 18.50 Add'1 Desc [N 1099 Box | Fa [N
Seq Org Obj Proj Description Amount Bud
ﬂ 81131885 5oaaa Miscellaneous 168.58 ﬂ | |
| | o
1 of 3
[%Detail line screen, |NUM | |OVR |

Reject the requisition - the following screen displays. Use to enter the reason for the rejection. An
e-mail is sent to the originator that the requisition has been rejected.

ﬂ Collect User Input

=10l x|

TOTAL AMT YENDOR DESC TYPE

Current tem: DEPT

100

7.00 Office Hax 3 Hole Punch AMT

Reject Reason: *

(50 chars)

Cancel
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Forward the requisition - the following screen displays. Use to enter the forwarding employee and
reason. The Pending Actions screen displays the employee the requisition is forwarded to and they are
notified of the requisition.

.’ Collect User Input

Current ltem: DEPT

100

TOTAL AMT VYEHDOR

7.00 Office Max

Forvard ;N -|

~lof x|

DESC

TYPE

Forward Reason: =

Cancel

3 Hole Punch AMT

(50 chars)

Hold the requisition - the following screen displays. Enter the reason for holding the requisition. The
requisition status changes to "H"old.

ﬂ Collect User Input

DEPT

=1ol]

Current Item: TOTAL AHNT VENDOR DESC TYPE

100 7.00 Office Max 3 Hole Punch AMT

Hold Reason: *

(50 chars)

0OK Cancel |

The approval process occurs without the employee logging completely into the MUNIS system! Note:
In order to use this approval process, however, you must have the client Windows front-end open.

Hl windows Front End:0

~=lol ]

| ‘Yersion |

35014

| Script Yersion |

411.57a

| Path | C:\Program FilesFourghclivtl

| Server-port | E400

| Show "windows Front End-Connections

Shaw Witk-Rlogin-Connections

Logging...

Hide

Abart Windows Frant End

|
|
|
Reload |
|
|
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Install of MUNIS Messenger
Install Notes for MUNIS Messenger (v.1.2.0.16)

For the MUNIS System Administrator:

Note: Messenger should be installed and verified on a test PC prior to loading onto a client PC. Use the
following steps to assist you in the install process:

1. Establish a workflow administrative user account on the MUNIS Server (not within MUNIS).
o For Unix Servers, this account functions the same as an ordinary user except:
= Permission is needed to ‘su’ to another user,
= Provide the password and
= Run a program as that user.

Important Notes:

o The workflow administrative user must set up login sessions for every MUNIS
Messenger user. Thus, there should be as many login sessions available as there are
MUNIS Messenger users.

o The workflow administrative user should have access to a command line only and not a
mini menu when they log into the server.

5. Hold down the <Shift> key on your keyboard and insert the MUNIS 2003 Documentation CD
into the CD Rom drive. Continue holding the <Shift> key for several seconds then release.

6. Enter the “msngr” folder on the root of the disc.

8. Double-click the setup icon:

Note: If the setup detects that an earlier version of MUNIS Messenger already exists on
the target system, the following popup window displays:

MUNIS Messenger

Answering “Y”’es updates your MUNIS Messenger to the latest version and you
do not need to direct the install to your Messenger folder (as described below).

9. After the setup initializes and you begin the install, you are prompted to select the
directory in which the MUNIS Messenger and its supporting files will reside. It is
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10.

recommended that you accept the default directory, “C:\Program
Files\Munis\Messenger” (Where “C” is the drive that contains the Program Files folder)

Note: For future reference, please note the location of this install directory. Select the
appropriate folder and click “Next”. The following popup window displays:

@ Haow Copying MUMIS [nbox. . Flease wait.

A status icon appears that displays the progress of the install. When complete, click
“Finish” to exit the install. This will create a shortcut on the test PC’s desktop.

Of Special Interest for the MUNIS 2003 Release
March 2003
Page 39



11. Establish the settings in the MUNIS Messenger. To do this, double click on the MUNIS

Messenger Shoncu\

MUNISMessenger
12.  The following message appears:

Loading Settings

If"; v The configuration file [5ettings.ini] daes nat exist in;
CAPROGRAM FILESSMUMISAMESSENGER

Click, OK to enter these walues yourself, or Cancel to exit the program
and replace the file. Othermize you zhould contact your spstem administrator o

have the file re-built with the' proper settings. -
Click OK to
continue
13.
i MUNIS Messenger Settings . =10 x|
PMUNIS Serwer login credertials:
uip: I Settings last updated: Hewer
FwvD:
Enter your
Alert me by ——
I_ Fop-up Mes=sage user name
and
[ Flay internal sound file password.
| =1
[ Flay this sound file that | will prowvide [Was format) Leave the
| ﬂ_’))l rest as
| system
{* Mo sounds defaults

Program options:

Check for pending actions after hows many minates? I30 g

{ nestaiaan
= e

Fresent pending actions in: % ftres view

I- Start MUNIS Messenger whenewer Windows starts?

Save cancel | Advanced
i

14. Next, select the “Advanced” button located at the bottom of the screen
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15.

16.

17.

The following screen appears:

ﬂ MUNIS Messenger Adyanced Settings -0

MUHNIS server pararmeters:

Host manme [Or [P Address): Ping |
|_ Uzer must supply password =t runtime?
MUNIS Server 08§57 % UNI3

Hevw many seconds should we wait before timeout(y 5
while attaching?
Local port used for connections? e

" Windows NT/20007.MET

MUMIE login options:

" Use normal user credentials

% Use administrative user credentials first then switch to normal user

uiD: I—
PO I—

The administrative user aceount i used to login to the MUNIS
sarver first. The program will then alias itself as the defined MUNIS
uzer to usze workflow,

Enter the IP
address of the
MUNIS server
and leave the
rest as system
defaults,
changing only
the MUNIS
Server OS where
applicable.

MUMIE server login script:

Upon receiving: Send response:

Click omn amy lime
and drag to rearder
the script items.
> '
ndd... Edit... Rernoue |
Debugging:
|7 Trace on?
Info
I- Initizlize files when Mes=enger starts?
Save I Cancel | Export |

Next, open up a MUNIS session, logging in as the workflow user you created.

Note: The workflow user must not have access to a mini menu.

Select ‘Use
administrative
user credentials
first” and enter
User ID and
PWD of the
workflow
administrator
that was
previously
created in step
one

Review the prompt(s) received upon logging in. Note: These prompt(s) are needed to
setup the login script section as shown above. Pay close attention to the spelling, exact
case of the password, and system prompt variables. This information needs to be exact
for the MUNIS Messenger script to function properly. See AIX and Windows 2000

Examples:
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AIX Sample
Upon Receiving Send Response Possible Error Text

Password: [*WPWD*] invalid login name or password
TERM=(munis.ice)
$ Su [*UID*]
Password: [*PWD*] invalid login name or password
$ export
FGLSERVER=[*IP
ADDR*]:0
$ Export
MU_WORKFLOW
USER=[*UID*]
$ . guimessage

Select the ‘Add’ button shown on the previous page and add the ‘Upon receiving’ and
‘Send response’ shown on the next page. Note: Mimic all information as it appears in
the open session.
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19.

20.

ﬂ Script Item

For the workflow administrative user ID specify WPWD' to answer the password prompt. For
the MUNIS users password prompt specify 'send response’ as 'PWD'. Actual values will then
he substituted for this text at run time.

Upon Receiving: IPaxswnrd {20 chars)

Send Response: I[*WF'WD*] {80 chars)
Possible error {100 chars)
text: Separate

with T

0K I Cancel

When completed, that section should look similar to the example shown below:

i MUNIS Messenger Advanced Settings M=
MUNIS server parameters:

Host name (Or IP Address): !205.231.55_2 Ping |

How many seconds should we wait before timeout (g ™ User must supply password at runtime ?
while attaching? - = o

Local port used for connections? 512 MUHIS Server 0Sis...2 W

" Windows NT/2000.NET

MUHIS login options:

" Use normal user credentials

(¥ Use administrative user credentials first then switch to normal user

1114 IWUlkﬂ— The administrative user account is used to login to the MUNIS server
B first. The program will then alias itself as the defined MUHIS user to
PWD: | use workflow.

Upon receiving: Send response:
;as sword: [ *WIE'WD*] 1 Click on any line and
su [*UID* i
Password: [*PWD*] dm_ut? peoenihe
$ EXport’ FGLSERVER=[*IPADDR*]:0 script items,
3 . guimessage
§ export MU_WORKFLOWUSER=[*UID*]
Add... | Edit... Remove |
Debugging: LeaVe
I Trace on? ‘ ¢
Info Trace
[ Initialize files when Messenner starts? Onr)’
Cancel | diart blank.

Click Save when finished.
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21.

22.

23.

24.

25.

Test the MUNIS Messenger on the test pc. To do this, log into guimunis so that the
windows client front end is running. Note: It is required that you have the windows
client front-end running at all times when using MUNIS Messenger.

= windows Front End:0—SS[=Tp

| Wersion | 3.50.1a

| Script Yersion |

| Fath | C:5Program Files\Fourdshclivetk

| Server-port | E400

| Show "Windows Front End-Connections

Show "Witk-Rlogin-Connections

Logging...

Beload

Hide

Abort Windows Front End

Click on the mailbox icon located on your taskbar.

NE)

To verify that MUNIS Messenger is working properly, please refer to the ‘MUNIS
Messenger’ section located on page 34 of this document and the Workflow manual
located on the Documentation CD.

Once testing of the MUNIS Messenger is complete, right click on the mailbox icon
located on your taskbar and select settings.

Check Mow
Wiew Current
Disable checking
Enable checking

Settings ‘

Forwarding
Temporary login

README Latest Changes
About

Exit

Click on the ‘advanced settings’ button and select ‘Export’ (see next page). This
produces an ‘install.ini’ file located in the “C:\Program Files\Munis\Messenger” folder
(Or the Messenger install folder if the default installation path was changed).
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26.

27.

28.

Advanced Settings Screen

! MUNIS Messenger Advanced Settings g =1l
MUHIS server parameters:
Host name {Or IP Address): 192.168.130.20 Ping |
Hm{\l‘ many S_BGC;IIUS should we walt before timeout 45 [~ User must supply password at runtime ?
m::ﬁ ;gl?tclr::;r:egll:l-for connections ? 512 MUHIS Server 05 is...? & unix

" Windows NT/2000.HET

MUHIS login options:

(" Use normal user credentials

(+ Use administrative user credentials first then switch to normal user

ulD: IWOTkﬂOW The administrative user account is used to login to the MUHIS server
— first. The program will then alias itself as the defined MUNIS user to
PWD: I use workflow.

MUHIS server login script:

Upon receiving: Send response:
Password [*wWPwWDO*] Click on any line and
Password EEEP,'E,;E]ID‘?] drag to reorder the
E3 FGLSERVER=[ *IFADDR*]:0;export FGLSERVER script items.
3 MU_WOR KFLOWUSER=[*UID*]; export MU_WORKFLOWUSER
% . guimessage

Add... Remove |

Debugging:

|v Trace on?
Info |

[ Initialize files when Messenger starts?

Save | Cancel | Export |

Copy the ‘install.ini’ file from the test pc into a shared directory on your network.

Next, copy the contents of the “msngr” folder on the root of the cd into that shared
directory located on your network.

Email the link, or a shortcut to the setup.exe file, to users intending to use MUNIS
Messenger.
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For The MUNIS User:

1. Go to the shared directory the System Administrator has given you.

2. Double-click the setup icon:

=
Setup.exe

Note: If the setup detects that an earlier version of MUNIS Messenger already exists on
the target system, the following popup window displays:

MUNIS Messenger

Answering “Y”’es updates your MUNIS Messenger to the latest version and you
will not need to direct the install to your Messenger folder (as described below).

3. After the setup initializes and you begin the install, you are prompted to select the
directory in which the MUNIS Messenger and its supporting files will reside. It is
recommended that you accept the default directory, “C:\Program
Files\Munis\Messenger” (Where “C” is the drive that contains your Program Files
folder).

@ How Copying MUMIS Inbos...Pleaze wait,

4. A status icon appears to display the progress of the install. When complete, click
“Finish” to exit the install. This creates a shortcut on the test PC’s desktop.

5. Double click on the MUNIS Messenger shortcut that now exists on your PC’s desktop:

I ¢

MUNIS Messenger

6. The following message displays. Click OK to continue.
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Import Messenger Advanced Settings El

@ & File has been detected with updated Advanced settings For Messenger.

Click OF to beqgin loading them now, or Cancel to exit the program without loading the changes,

Zancel |

7. The next message displays letting you know that the user’s name has not been entered in
the Messenger settings. Click OK to continue defining the user parameters.

Loading Settings x|

@ Your user name ko the MUNIS server has not been entered in Settings.

You musk have entered valid parameters and saved the record before MUNIS Messenger can be used From the
desktop, Click 0K ko define these parameters now, or Cancel ko end the prograrm.

Zancel |

8. Enter the user settings as shown below:
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9.

10.

ﬂ MUNIS Messenger Settings

MUHNIS Server login credentials: ;
"
uin: || Settings last updated: Never

PWD: |

Alert me by:

Enter your
MUNIS user
name and
password.

Leave the rest
as system
defaults

[” Pop-up Message

" Play internal sound file

| e ]

" Play this sound file that | will provide WAV format)

| BE

+ Mo sounis

Program options:

Check for pending actions after how many minutes? |3U 5

Present pending actions in: + A tree view " A standard grid

[T Start MUNIS Messenger whenever Windows starts?

Save Cancel | Advanced |

Click ‘Save’ when finished.

The next screen confirms that the ‘Advanced settings’ have been loaded successfully.

Import Messenger Advanced Settings El

@ The new Advanced settings have been successfully loaded by Messenger,

Note: To verify MUNIS Messenger is working properly, please refer to the ‘MUNIS

Messenger’ section located on page 34 of this document
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Workflow Business Rules Spooled Report

What it is

With the 2003 release, the current method of requisition approvals through the PO Requesting Dept
Loc/File program is replaced by the robust capabilities of the new Workflow engine. Requisition and
Contract approvals are the only functions within MUNIS for which the 2003 Workflow process is
automatically installed. Note: Deploying this enhancement does not prevent you from using the
requisition approvals process as before installing the 2003 release. The change with the 2003 release is
where the approval information is stored and maintained.

When loading the 2003 release, a utility is automatically run to move the approval information from the
RQ/PO department file into two new components: 1) a workflow approver record is created for each
Approver User-ID and 2) a series of Workflow Business Rules are created to describe the approval
method, over-budget approver and dollar amount limits.

If any approvers do not currently exist, they are automatically added as records in the Workflow
Approver FM and Workflow Business Rules programs.

Example:

Prior to the 2003 Release, you have existing approval records. These records exist in various
combinations. The following screens represent approval scenarios with single or multiple approvers and
the new Business Rules that are created in 2003.

Please note: With the 2003 Release, the “Approval Method” field” does not exist, please verify
approvers set up for the intended scenarios are set properly.
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Scenario 1: Single Approver with levels, no Over Budget — Department “SUPT” (see below):

™I REQUESTING DEPARTMENT MAINTENANCE - Munis 2002.03 Database

RrarBSx@8F | we (=B &

=& x|

1st
2nd
ard
4th
5th
6th

Level
Level
Level
Level
Level
Level

Department Code

Dept. Head User-Id
Default Buyer-Id
Default Ship-To-Code
Default Bill-To-Code
C ¥ Hext Req. Humber
H ¥ Mext Req. Mumber
Approval Method
Over-budget Approver
Approver

SUPT Org Code Short Hame

g Hame |Superindent of Schools Dept

Lon
user1 Use
22255 C

r 1

¥ Hext PO Humber

GL55L H ¥ Hext PO NHumber
S Single Approver based on total requisition value

User-Id Hame Hax Amount
Clerk Office Clerk 188
managey Office HManager 588
srmgr Senior Manager 990000000

1 of 1

Default Route r__

Lhhy

77889

Before 2003 Release:
The Requesting Dept
Loc/File Program
contains Department
Code “SUPT” and is set
as a single approver
method with multiple
approval levels.

[rauma |

[ovr |
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The next screen displays the new Workflow Business Rules created for Scenario #1.

™1 WORKFLOW BUSINESS RULE MAINTENANCE - *#** MUNIS 2003 New Gui Database *** = 151xl

GE B0 xQ8F WX =a|E6 | &

Process 'REQ Bl Requisition approvals After 2003 Release:
Department |SUPT n Superindent of Schools Dept For Department
Location I « 99
Approver Clerk B clerk SUPT > the approver
2 focuous records are added to
Process Dept Loc Type Step Approver Amount/Level Rule All the WOTkﬂOW
REQ SUPT AMT 1 Clerk 1688.88 1] H BUSIHeSS Rule
REQ SUPT AMT 1 usert 56.08 A N Program. These
REQ SUPT AT 2 Hanager caa.p@ A H approvers are also
RE SUPT AHT 3 L.08088.088 1] H :
¢ — automatically added to
the Approval FM
program.
1 0f b
[rauma | [ovr |
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™I REQUESTING DEPARTMENT MAINTENANCE - Munis 2002.03 Database

RrarBSx@8F | we (=B &

Scenario 2: Multiple levels with different over-budget approver — Department “2”.

=& x|

Department Code

Dept. Head User-Id
Default Buyer-Id
Default Ship-To-Code
Default Bill-To-Code
C ¥ Hext Req. Humber
H ¥ Mext Req. Mumber
Approval Method
Over-budget Approver

12222

Org Code Short Hame

Long Name |Police

Central Office
Central Office
C ¥ Hext PO Humber
H ¥ Hext PO NHumber

Approver User-Id Hame Hax Amount
1st Level |useri User 1 108
2nd Level |Clerk Office Clerk 208
3rd Level |manager O0ffice Manager 588
4th Level |srmgr Senior HManager 999999999
5th Level

6th Level

1 of 1

Default Route r__

22255

M Multiple Approvers, based on total requisition valu

Before 2003
Release:

The Requesting
Dept Loc/File
Program contains
Department Code
“2” and s set as
multiple approval
levels.

[rauma |

[ovr |
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™1 WORKFLOW BUSINESS RULE MAINTENANCE - *#** MUNIS 2003 New Gui Database ***

GE B0 xQ8F WX =a|E6 | &

=& x|

Process req M Requisition Approvals

Department |2 B rovLice

Location | |

Approver user1 | | 4r—r

S A

Process Dept Loc Type Step Approver Amount/Level Rule All

REQ 2 AMT 1 user 1668.688 A N

REQ 2 AMT 2 Clerk 288.808 A H

REQ 2 AMT 3 Manager 5ee.88 A N

REQ 2 AMT 4 srmgr L.,00808.080 A N
1 of b

[rauma |

[ovr |

After 2003 Release:
For Department “2”,
the approver records
are added to the
Workflow Business
Rule Program.
These approvers are
also automatically
added to the
Approval FM
program.

When the utility run is completed, you are prompted to spool/print a report (wffrom.001 ) of any
inconsistencies, if they exist. These inconsistencies occur if:
e an approver is not a valid MUNIS user or

e if an approver/over budget amount needs to be verified (due to the record already existing in the
Business Rules FM program).

Note: This report should be blank. If any inconsistencies show on the report, please contact MUNIS

Support for assistance.
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Programs incorporating Workflow (with associated Business Rules)

Accounts Receivable

Program FER# | A/N | Business | Additional information
Rule(s)
“Process”
A/R Refunds & mn43245| N RRB Notification sent when an A/R Refunds & Reversals batch has been Output-
Reversals (arrefrev) Released.
RRF Notification sent when a bill with a credit balance has been successfully refunded.
RRV Notification sent after a receipt has been reversed.
Bill Refund Processing mn43243| N RFB Notification sent when a batch is output and released.
(arrefund)
RFN Notification sent when adding a refund record.
A RFA Approval request generated when a refund record is added.

Payment Entry (arcshrct) | mn44692| N PEO Notification sent when releasing or un-releasing a batch with specific information
relating to the batch including: batch number, total amount, clerk, number of
receipts and effective date info.

Payments Journal & Post | mn45100| N PIN Notification sent when batch has been Output-Posted.

(arpstrct)

Process Lockbox File mn43246| N BOX Notification sent when a successful Process has been completed with no errors.

(arlckbox)
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Financials

Program FER# | A/N | Business | Additional information
Rule(s)
“Process”

Budget Amendment Entry | mn44497 | A/N | BGA The employee creates a budget amendment (BUA) and it has a status of “HELD”

(bgamdent) (displayed in the new field on the Budget Amendment header screen). Release the
budget amendment. The status is updated to “Pending Approvals”. All step 1
approvers are notified. If step 1 is approved, then step 2 is notified and so on.
The approver can approve the budget amendment either by clicking "Approve" and
then “OK” in Messenger or in the Budget Approvals program and update the BUA
to “A”pprove. After all the approval steps have been met, the budget amendment is
at “APPROVED” status. Once “APPROVED?”, it can be Output-Post.
Note: If the “All approvers at this level are required to respond” field is checked in
the Workflow Business Rule Maintenance program, then all of step one employees
need to approve before it will move on to the next step. If at any time the budget
amendment is rejected, the approval process stops. The BUA is set back to a status
of "HELD". This is so the rejected BUA can be re-released, updated or deleted. It
can then be re-released and the approval process starts over.

Enter Inventory Counts mn43688 N INV Notification sent when an inventory item has reached its reorder point.

(inactual)

Inventory Item File mn43688 N INV Notification sent when an inventory item has reached its reorder point.

Maintenance (initmmst)

Pick Ticket (inticket) mn43688 N INV Notification sent when an inventory item has reached its reorder point.

Purchase Order Entry mn44499 | A/N | POE To approve purchase orders using Workflow, you must have the following

(poentpst) conditions met:

e When adding a purchase order, the “Approved” field must be set to “N”,
indicating that the purchase order has not been approved,

e A business rule (POE) must be correctly added in the WORKFLOW BUSINESS
RULE FM Program
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e The purchase order must be released (select Release on the side menu
option).
After the purchase order has been released for approval, you can choose to approve
the batch from MUNIS Messenger (see Workflow manual for reference information
regarding this functionality). Note: After the batch is approved, the “Approved”
field is automatically changed to “Y™.

In PURCHASE ORDER INQUIRY, The Z=Conv Appr side menu option has been
renamed to Approvers and modified to display the workflow activity that exists for a
particular purchase order.

Requisition Entry
(rgentpst)

mn42711

A/N

REQ

To approve Requisitions using Workflow, the following conditions must be met:
e A business rule (REQ) must be correctly added in the WORKFLOW BUSINESS
RULE FM Program,
¢ You must Release the requisition.
After the requisition has been released, you can approve from MUNIS Messenger
(see Workflow manual). You can choose to Approve, Hold, Reject or Forward the
requisition.

Note 1: If you update any key fields on the requisition (Department, GL Account
info, Amounts, Unit Price, Qty) the workflow process restarts and another approval
is needed.

Note 2: To restart the Workflow process, all requisition changes MUST be made
within the Requisition Entry program.

Note 3: The Approvers side menu option displays all workflow activity.

Roll/Merge Projection
(bgrollmg)

mn44484

BGR

Notification sent when a budget projection has been rolled to a new approver level.

Transaction Entry/History
File (intrhist)

mn43688

INV

Notification sent when an inventory item has reached its reorder point.

mn43788

INB

When receiving (through PO Receiving File Maintenance) an item on back order, a
notification is sent. When you issue a Pick ticket with an amount in the back order
column, this generates a backorder pick ticket for that inventory item. No
notifications are sent if the inventory is adjusted in. It is only sent when receiving
the item.
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Payroll/Personnel

Program FER # A/N | Business | Additional information

Rule(s)

“Process”

Time/Attendance Entry mn43713 |A/N PRT After a Daily Time /Attendance batch has been added and is ready for approval,

(prtimatt) select “Release” to release the batch to the “Approver(s)”. Each Approver verifies
the batch, and selects “Approve”.

Generate mn43713 |A/N PRG A Notify side menu option has been added to the program for Workflow

Earnings/Deductions functionality. If Workflow is used in this program, only batches that are

(prgenddp) Approved (“Status” flag “Y” in Time/Attendance Entry) for that payroll run and
warrant are included in the Generate. Once the Generate is done (select Execute),
then the “Posted” field in Time/Attendance Entry updates to “Y”’es (for posted
batch). If Workflow is not set up, then all batches are included in the Generate,
even batches not Approved.

Generate mn43714 N PRG A Notify side menu option has been added to the program for Workflow

Earnings/Deductions functionality. When all batches have been generated, the Notify option may be

(prgenddp) selected. A text box appears stating that notification will be sent to other assigned
users and then asks to send notifications. When “Yes” is selected, notifications
are sent to Messenger or e-mail, depending on the set up for this functionality.

Employee Update mn43714 N PRU A notification is sent if an Employee Update has been completed.

(prempupd)

PRX If a Reversal is run in the program and then Update is run again, a notification is
sent once again. If an error occurs in the Update process, an Error notification is
sent rather than the Update notification (PRX).

Check Register (prchecks) | mn43714 N PRC A notification is sent when a check is printed for Payroll Checks.
The general message is: “Checks printed for Warrant xxxx Type xxxx”. Note:
When printing the checks, a notification is sent only when the Print option is used
from Qutput. A notification is not sent on reprinted checks.

PRA A notification is sent when a check is printed for Payroll Advices.

The the general message is: “Checks printed for Warrant xxxx Type xxxx”. Note:
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When printing the checks, a notification is sent only when the Print option is used
from Qutput. A notification is not sent on reprinted checks.

PRV A notification is sent when a check is printed for Vendor Checks.
The general message is: “Checks printed for Warrant xxxx Type xxxx”. Note:
When printing the checks, a notification is sent only when the Print option is used
from Output. A notification is not sent on reprinted checks.
PRD A notification is sent when a check is printed for Vendor Advices.
The the general message is: “Checks printed for Warrant xxxx Type xxxx”. Note:
When printing the checks, a notification is sent only when the Print option is used
from Qutput. A notification is not sent on reprinted checks.
Post Proj Data to Budget mn43714 N PJB A notification is sent when the budget details are posted.
(pjbuddet)
G/L Distribution mn43714 N PRJ When the journal is posted to the General Ledger, a notification is sent.
Journal/Update (prjournl)
Direct Dep Register/Media | mn43714 N PRR Notification is sent after 2 types of checks are generated; 1) for Employee checks
(pradvreg) PRE and 2) for vendor checks.
Actions Entry (pmactpen) | mn42923 | A/N | PMB Approval request generated when the “Action Cat” type is “B” - (Benefits
Change).
PMN Approval request generated when the “Action Cat” type is “N” - (New Hire).
PMS Approval request generated when the “Action Cat” type is “S” - (Salary Change).
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MUNIS WEB-SITE PROGRAM ACCESSIBILITY

You can now access programs from the MUNIS Web-site

What it is
The MUNIS website has been updated to include useful program information, such as trouble saving
tips, programs and essential downloads.

How this works
You can access this information by visiting the MUNIS website at www.MUNIS.com. At the main
page, please follow these steps:

Click the “Customer Tools” link

Click the “MUNIS Trouble-Saving Tips”

Enter User Name of “MUNISuser” and a Password “ccs”

You are then brought to the main screen needed for program information.

On the main screen, please note that all tips are ordered from the newest date posted.

Note: If you know the FER # associated with the tips on this page, you can perform a search <CTRL-F>
on the work order for faster referencing.

rRlE|c| 2| Enter the FER number
_ here (if known) for faster
Find what: |EETIEE Find Mext referencing.

Cancel

i

b atch whaole word only
[~ Match caze

T Up + Down

Example:
The following is a screenshot of trouble saving tip information:
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MUNIS Trouble Saving Tip

2} MUNIS - Information Systems for the Public Sector - Microsoft Internet Explorer -0l x|

File Edit Wiew Favorites Tools Help

s Back = = - @ ot | aﬁearch (] Favorites @Media @ | %v = M=l
j EQGD

Address I@ hiktp s v munis, comy customersfrestricted troubletips. hkm

-
llf-\ CORPORATE PROFILE DEPARTMENTS PRODUCTS-SERVICES
|

S~

A TYLER TECHNOUOGIES COMPANY Tro u b Ie- Savi “ g Ti ps

PARTNERS CAREERS COMTACT MUNIS

February 13, 2003

TH-MM44022

#t# Taw Bill Nurmber Option an RPS Irnport - New Yark ###
Programis): RPS Import (tnyrpsim)

Code iz now available to allow users to choose whether vour Tax bills should be assigned the RPS bill nurmber ar a MUNIS generated
Bill nurnber,

There sre buo uerzion of dhic S cvooporo onoiloblo oo fordbo old o n iocar ool one for new 3.5 runner. If you are not sure
which werzion to download, please reference thiz word docurnent,

2.0 Runner wersion of the fix program 2.5 Runner wersion of the fix program ‘

Unix Installation Motes HT Installation Motes

Please call custorner support if vou have any questions concerning this issue,
We apologize for any inconvenience that thiz may have caused,

Sincerely, MUNIS() Support Services

&) I_ ’_ I_ | Internet 4

Each tip includes the following key information:
e A description of the fix or enhancement,
e A word document explaining which runner is applicable to your site for your reference,
e A 3.0 & 3.5 runner version of the change for you to download (Note: Not all tips require a
program download),
e NT and UNIX Installation notes for your reference.

Check this website often for the latest and greatest MUNIS enhancement information!
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REDESIGN OF SYSTEM ADMINISTRATION MODULE

System Admin Redesign: Overview

What It Is
With the 2003 release, the System Administration menu structure has been re-designed.

Why this is important:
With the new look of System Administration, you can access information quickly and easily.

ADMIN

4)

<
Admin menu (Option G

B)

General Admin >> | on MUNIS Main Menu).

Security == |

)

Printer Device Control >> |

D)

Miscellaneous Admin >> |

F) Workflow Admin == |

G)

Report Writer == |

Selection & << Exit Back |

Option A) General Admin contains general System Admin programs, such as Parameter FM and
Department FM.

Option B) Security contains security programs such as ID Code Maintenance.

Option C) Printer/Device Control contains all printer program information.

Option D) Miscellaneous Admin contains programs such as System Update and Attachment File
Extensions.

Option F) Workflow Admin contains all programs regarding Workflow functionality.

Option G) Report Writer contains Crystal Reports and IQ Objects programs.

Please see the System Administration Manual included in the 2003 release for complete information.
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System Parameters - Spool File Change

Note: Please refer to MN41782 in the 2003 Enhancements document and your System Administration
Manual included in the 2003 release for more information.

In the ID Code Maintenance program, option A. System Parameters, the field “Full Spool File Access”
has been renamed “Spool File Access”. This field accepts options (F)ull, (P)ersonal or (D)ept. These
options are also used in the Spool File Maintenance program. With the 2003 release, each user needs to
be modified to one of the following options:

e “F” —Full access, to view/maintain all spool files (same as previous option “Y”),

e “P”— Personal access, use to view/maintain your own spool files (same as previous option “N”),

e “D” — Department access, use this new option to view/maintain spool files associated with
employees with the same department code (defined in the ID Code Maintenance program).

A. System Parameters screen

¥ ID CODE PERMISSIONS - ***+ MUNIS 2003 New Gui Database **+* 11:53- 34am B N =] B
Rr-rFBO*xQsF@ (v l2e (@B &

Cancel

HMunis System Parameters

User Code Clerk Short Hame |Clerk

Long Hame Town Clerk
Initials CL
E-mail Addr |ClerkEmunis.com

Permissions:
Public Access Only User |H
Department Code

Spool File Access F  Full
Default Printer
Output Menu HMethod 2 Button Driven

Default HMenu/Program

==

Direct Henu/Program Call
Entity Code Restriction 8 nll
Workflow Superuser

1 of 25

|[F']ers-:na|, [Departmental or [Flull access to the maintenance of spoal files7?]

|E|:|(P)ersonal, (Diepartmental or (Fiull access to the maintenance of... | WI—W |
dstart|| | A D @ (3 b & 2 [8© || B Spr| B ][ @F] S| 2 #R] (GBI 1nsaam
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FER HIGHLIGHTS

The following is a list of work orders considered of high importance. Use the # Find option (when
you are in Adobe Reader) to find the work order you are interested in:

Accounts Receivable

mn15830 — New fields automatically format customer names
A/R Parameter Maintenance (arparmnt)
Customer File Maintenance (arcstmnt

mn43114 — Liability processing now optional
Tax Parameter Maintenance (txparmnt)

mn44239, mn44641 — You can choose to add penalties to personal property bills
A/R Parameter Maintenance (arparmnt)
Bill Inquiry (arbiling)
Payment Entry (arcshrct)

Financials
mn41241 — PO Maintenance Re-Write

mn42660 — You can import budget amendment information
Budget Projection Master Maintenance (bgprojmt

mn44527 - You can add GL Account restrictions to program
Vendor Inquiry/Reports (apvdring
** For more information, please refer to the GL Year End Documentation located on your
Documentation CD.

Payroll/Personnel
mn30962 — Expanded “Allocation Number” field
Payroll Allocation F/M (prallmnt)

mn42537 — New program in Personnel Processing for Employee Grievances
Process Stage F/M (pmgrvpro)

mn42538 -- New program in Personnel Processing for Employee Grievances
Grievance F/M (pmgrieve)

mn42998 — “E-Mail Address” and “Supervisor” fields added to Employee Master F/M
Employee Master F/M (prmaster)
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Applicant F/M (atappmnt)

Condensed Pending Masterfile (prempmas)
Employee Inquiry (prempinq)

Payroll Check Processing (prchecks)

mn43223 -- New OSHA program added for treatment facilities
OSHA Treatment Facility F/M (pmostret)

mn43225 — New OSHA program added to track incidents
OSHA Injury/Illness F/M (pmosflmt)

mn43226 — New OSHA program added for Form 300A
OSHA Form 300A Summary Report (pmossmrp)

mn43228 — New OSHA program added to calculate and print incident rates
OSHA Incident Rate Calculator (pmoscalc)

mn44520 — New program added in Personnel Processing/Employee Training
Course Instructor F/M (pmtrnins)

mn44522 — New program added to Personnel Processing/Employee Training
Course Location F/M (pmtrnloc)

mn44523 — New functionality added to Training Course F/M
Training Course F/M (pmtrncrs)

mn44524 -- New functionality added to Course Prerequisite F/M
Course Prerequisite F/M (pmtrnpre)

mn44525 -- New program added to Personnel Processing/Employee Training
Employee Training F/M (pmtrnemp)

mn44526 — New program added to Employee Training
Training Course Report (pmtrnrpt)
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FER HIGHLIGHTS — IN-DEPTH LOOK

Department codes — Centralized Location

Overview

What it is:
Under FER mn44720 a centralized department file maintenance option is introduced.

Why this is important:
In addition to facilitating the control and maintenance of the new Workflow functionality, the option
provides a “single point” for department maintenance.

With the 2003 release, the System Department Code File becomes the Master “Parent” file for all
department codes used within MUNIS.

Changes to System Department Code File Maintenance (spdepcod)

The System Department Code F/M program is now used to maintain department codes at the system
level for all modules. The screen includes a checkbox and drilldown button combination for each of the
subsidiary or product specific “child” files.

e Ifthe checkbox is unchecked, then the code is not found in that module’s “child” file. The
corresponding drilldown button will run the appropriate module’s F/M program in an auto-add
mode for the current code.

e Ifthe checkbox is checked, then the code is stored in that module’s “child” file. The
corresponding drilldown button will run the appropriate module’s F/M program in which the
user can maintain the code.

Important! A department code cannot be deleted at the system or “parent” level until it has been
individually deleted from all of the subsidiary or “child” files.

This program includes a side menu option, “View Dept Files”. With this option, you can run any of the
individual “child” department code file maintenance programs.

Note 1: This option differs from the screen’s drilldown buttons in that the drilldown buttons restrict
maintenance to the current system code.
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System Department Code FM Program

:' SYSTEM DEPARTMENT CODE FILE MAINTENANCE - *** MUNIS 2003 New Gui Database *** = Iﬁ' |1|

Rrer@fSXQ8F (WX (=26 @B &

Department Code

Description |

Short Description

SUBSIDIARY DEPT FILES

I~ [Fized Assets | g Checkbox and
I [Permits /iCode Enforcement | drilldown
T Requisitions | buttons.
[T Work Orders |
|% Access a department code File For a particular MURIS rfndule. | IR | it ‘

/

With the 2003 release, the following files are now considered subsidiary or “child” files to the “parent”
system file:

e Fixed Assets Department Code F/M,

e Permits & Code Enforcement Department Board F/M,

e Requisitions Department Code F/M, and

e Work Order Department Indirect Labor Rate F/M.

Note 2: While the System Department Code F/M offers centralized access through "View Dept Files",
individual module's department code F/M programs are still individually accessible from each of those
module's menus.

Important points:

e A/RMISCELLANEOUS CODES F/M is no longer used to set up those miscellaneous department
codes used for General Billing or Miscellaneous Cash receipting. Any programs that used these
miscellaneous department codes have been modified to reference the “parent” system table. Any
new codes that are needed should be created through SYSTEM DEPARTMENT CODE F/M.
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e WORK ORDER MISCELLANEOUS CODES F/M is no longer used to set up those miscellaneous
department codes used in the Work Order module. Any programs that used these miscellaneous
department codes, including WORK ORDER DEPARTMENT INDIRECT LABOR RATE F/M, have been
modified to reference the “parent” system table. Any new codes that are needed should be
created through SYSTEM DEPARTMENT CODE F/M.

e Any Accounts Receivable, General Billing or VA Income Tax programs that previously
referenced the department codes set up through REQUISITIONS DEPARTMENT CODE F/M have
been modified to reference the “parent” system table. Any new codes that are needed should be
created through SYSTEM DEPARTMENT CODE F/M.

Other important considerations:

ID Code Maintenance
e In ID CODE MAINTENANCE, option A (MUNIS System Parameter), Help functionality now exists
for the department code field based on the codes in the “parent” system file. If not blank, then
this code must exist in the “parent” system file. Previously, the help was on the “child”
subsidiary Requisitions file and there was no validation on the entered department code.

ID Code Maintenance — A. System Parameters screen

™l 1D CODE MAINTENANCE - ##* MUNIS 2003 New Gui Database *#+# &l =l

Rrer@exas@ wx =« )| &

9=ChgHist

Munis System Parameters

User Code useri Short Hame |user 1

Long Name |User 1

Initials l_
E-mail Addr |
Permissions:
Public Access Only User m
Department Code [100 1Eiﬂ|
.)l.lUUJ. riilE HACLESS F rarr
Default Printer l‘lﬂi
Output Henu Method E Button Driven

Default HMenu/Program

Direct Menu/Program Call |ﬁ
Entity Code Restriction |8 All
Workflow Superuser

-3

of 1

[% Copy permissions For the current user ko another user, LI | OWR |
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Fixed Asset Department Code F/M

¢ When adding a new department code through FIXED ASSETS DEPARTMENT CODE F/M, Help
functionality now exists for the department code field. This help is on the department codes

existing in the “parent” system table.

e Note: You can choose to use an existing code or to add a new code. If a new code is added, then
this code will automatically be added to the “parent” system file as well as the Fixed Assets
“child” file. You can maintain a code’s description fields only if the code is not being used in

(13

another module’s
Department Code F/M.

Fixed Assets Department Code F/M screen (child program)

:' FIXED ASSETS DEPARTMENT CODE FILE MAINTENANCE - *** MUNIS 2003 New Gui Database *

Rrar@eXQ80 | WX | =a|@6| 2

child” file, otherwise, the descriptions must be modified through System

=18] x|
|

Department Code .

Help on this

Description |

Short Description

Default Custodian | | | |

Default Asset Type |_. |

Department Fund | | | |
Entered By | on |
Changed By | on |

field. Exists
in the
department
codes from
the Parent
table.

[% Display change history,

|

o |

Requisitions Department Code FM

e  When adding a new department code through REQUISITIONS DEPARTMENT CODE F/M, Help
functionality now exists for the department code field. This help is on the department codes set

up in the “parent” system table.

e Note: You can choose to use an existing code or to add a new code. If a new code is added, then
this code will automatically be added to the “parent” system file as well as the Requisitions
“child” file. You can maintain a code’s description fields only if the code is not being used in
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another module’s “child” file, otherwise, the descriptions must be modified through SYSTEM
DEPARTMENT CODE F/M.

Requisitions Department Code F/M (child program)

:' REQUISITIONS DEPARTMENT CODE FILE MAINTENANCE - *#+ MUNIS 2003 New Gui Database *++ ;Iilll
L - |
RE1vBOSXQSF WX (26| @B | &
Help on
this field.
Department Code n < Exists in
] e | the
Bes5Cr1 ion
pon department
Short Description
codes from
org Code | | the Parent
table.
Dept. Head User ID | n |
Default Buyer User ID | n |
Default *Ship To' Code | |
Default 'Bill To' Code | |
Default Route r__

C ¥ Hext Req. Mumber

’7
C ¥ Hext FO Humber
’7
’7

H ¥ Hext Req. Mumber
H ¥ Hext PO Mumber

[T Hotify originator when requisition is rejected or converted to a PO

R [ ow |
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Report Sample of Department Code Spooled Report ‘spupdd.001’

What it is
When the 2003 Annual release is run, a conversion takes place that moves any department codes
previously existing in individual module department files into the System Department Code File.

Specifically, department codes previously set up through ACCOUNTS RECEIVABLE MISCELLANEOUS
CODES F/M, FIXED ASSETS DEPARTMENT CODE F/M, REQUISITIONS DEPARTMENT CODE F/M, and WORK

ORDERS MISCELLANEOUS CODES F/M have been added to the system file.

The department code report (spupdd.001) is placed in your spool directory at the time the 2003 release is
run.

The spooled report provides you with detailed information on errors, discrepancies and actions taken
during the conversion program (see below)

02/11/2003 MUNIS - 2003 TEST SYSTEM PAGE 1
07:49:39 UPDATE MUNIS DEPARTMENT FILES spupddep
CODE DESCRIPTION SHORT DESC FILE MESSAGE (S)

CODE, DESCRIPTION, SHORT DESC show the department information of the department added to
the system file or identified as a discrepancy or an error between the system file and the individual
module file. FILE tells in which of the four module files the department record was found: Fixed
Assets, Requisitions, Work Orders or A/R.

MESSAGE (S) details to the user the action taken, additionally identifying items of review for the user.
The report can show one or more of the following messages — informative, error or discrepancy.

The three types of messages the spooled report displays are listed on the following pages:
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Message

Example

Description

Action

Informative [Example: 'Non-system' Explains the action taken by No user intervention is
dept to be added to 'system' | the conversion program to add | required, unless the
file. a department from a “child” addition to the system

module into the master department file is
“parent” department file. unexpected.
Error Example: ERROR - Dept | Used to alert the user to the The report identifies

code is not in the 'system'
file but does exist in
multiple 'non-system' files
with diff desc(s), therefore,
will be added to the
'system' file with the
following descriptions:

System Description: 001
System Short Desc : 001

existence of a department in
multiple modules with
different descriptions and/or
short descriptions. The
department will be added to
the system file with a
description and short
description of the department
number, as MUNIS would be
unable to determine which
description would be more
correct

The report identifies each
module where the department
record was found (FILE
column on the report). The
user must review these
changes and correct the system
department file with the proper
description to have attractive
screen displays and reports.

Note: If these codes are
stored in the Fixed Assets
"child" file and/or the
Requisitions "child" file, then
the descriptions found there
are updated to match those
now used in the "parent”
system file (i.e. the department
code).

each module where the
department record was

found (FILE column on
the report).

The user must review
these changes and
correct the system
department file with the
proper description to
have attractive screen
displays and reports.
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Discrepancy

Example:
DISCREPANCY - Dept
code already exists in the
'system' file with a
different description &
short desc.

System description:
TRANSPORTATION
System short desc :
TRANS

Used to alert the user to
discrepancies between
department descriptions and/or
short descriptions between the
system or “parent” department
and a department record in a
subsidiary or product specific
“child” department.

The report identifies
where the department
record was found (FILE
column on the report).

The user must review
this information and
correct the system
department record
descriptions, if required.
If two or more different
modules denoting
unique departments have
used the same
department number, the
user will be required to
potentially add a new
department and update
records in the proper
module to use the new
department number.

Note 1: Workflow
business rules could be
impacted if a
requisitions department
is involved.

Note 2: If any selected
department codes exist
with discrepancies and
these codes are found in
the Fixed Assets file
and/or the Requisitions
file, then the
descriptions in those
"child" files are updated
to match the "parent”
system file’s
descriptions.

Note: If further assistance is needed, please contact MUNIS Technical Support
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PO Maintenance Redesign

What it is:
Under FER mn41241 the PO Maintenance program has been redesigned.

:' PURCHASE ORDER MAINTEMANCE - *+* MUNIS 2003 New Gui Database *++ = |5’ |£|

RearBO®xQSF (WX id=a| @B &

Purchase Order l_ Change Date Status |—
Fsc Yr/Period | [ Entry pate Buyer

Dept/Loc . Heeded By
Gen Commod a Expires

Gen Desc

Bill To Code n
n

Ship To Code
Delivery Ref

Lines

Recelving

Close PO
Re-Open PO
Cancel by GL

Frgt Terms

Special Hand |—.

Uendor | Po addr | Bl wiew
Remit |—. View

PO Type |— Requisition Work Order n

Alloc Cd Contract Activity |

Notes: [~ Gen'l Hotes | I~ Post-it | ™ vdr’'Source |

Total Ordered Liquidated Amt Open Amount

|% Cancel a purchase order. |NUM | W |

Why this is useful:
Some of the major highlights to the new design are:

e When entering the program, you are automatically in Update mode. The Inquiry option has been

removed. Note: For inquiries, use the PO INQUIRY program.

e The fields have been consolidated onto fewer screens within the program, making information retrieval

much faster.

e Journals are now created for each individual change, rather than as a consolidation of multiple changes.

e On-screen buttons have been added for easy reference to key information.

For more a complete description of the changes, please refer to FER# mn41241 in the 2003 Enhancements

document.
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New Personnel Programs: OSHA Processing
What it is:
Under FERs mn43223, mn43225, mn43226 and mn43228 new OSHA processing programs were added.

Why this is useful:

The new OSHA programs are used to maintain, report and log employee injury/illness occurrences. Full
details of the incident must be reported to the OSHA officer within 4 hours after speaking with the
employee. Employees and representatives (union officials) may review incident reports and all
injury/illness information. The employee names are kept confidential. The new program names and
descriptions are listed below:

OSHA Treatment Facility F/M (pmostret)
This new program has been added to maintain information about treatment facilities.
The information is used when maintaining OSHA Injury/Illness incident records.

OSHA Injury/Illness F/M (pmosflmt)
The OSHA Incident Tracking functionality records and reports all work related
incidents (injury or illness related).

OSHA Form 300 Log Format (pmoshlog)

This program works in conjunction with OSHA Injury/Illness F/M to produce
information for Form 300.

OSHA Form 300A Summary Report (pmossmrp)
This program produces a report, which OSHA mandates must be posted from
February 1 through April 30", It summarizes the previous year’s incidents and
calculates some incident rate information.

OSHA Incident Rate Calculator (pmoscalc)
The program calculates different incident rates, which can be used in comparing
against national averages.

Please see FERs mn43223, mn43225, mn43226 and mn43228 in the “Enhancements” document for
more information.
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Payroll Allocation Field Update

What it is:

Under FER mn30962 the “Allocation Number” field in Payroll Allocation F/M has been expanded to
allow 6 digit integers. Previously, only 5-digits were allowed within the field and the allocation number
was limited to 32767 as the highest number. Now, 999999 can be used as the highest number.

Why this is useful:
This new enhancement provides flexibility in identifying custom employee allocations by allowing the

allocation number to be the employee number

Program Allocation Maintenance screen:

:' PAYROLL ALLOCATION MAINTENANCE - New GUI MUNIS Live Database = I Ellll
G - »@D&x@@[wx ] Wﬁ[@[,@-
Allocation number
Alloc Pay
Object Project Account Description Percent  Type
Total:
|% Display another page For the allocation table shown, | TR | YR,

Please see FER mn30962 in the Enhancement document for more information.

Of Special Interest 2003 Release
March 2003
Page 76



New Personnel Programs: Employee Grievances
What it is:
Under FERs mn42537 and mn42538 two new programs have been added to Personnel Processing under
Employee Grievances. The new programs are Process Stage F/M and Grievance F/M. Please see the
Enhancement document for more details.

Why this is useful:
You can now create and maintain records through the employee grievance process.

e The Grievance F/M program is used to query and report on employee grievances. Each grievance is
assigned a unique case number and all information is entered into the “header record” (one per case).
Unlimited text is available for each grievance case and individual process stage. The program offers
several Output options, plus the ability to attach documents and export to Word and Excel.

™1 EMPLOYEE GRIEYANCE F/M - New GUI MUNIS Live Database o ] 4|

Case Date
Al Type ’—.
. Last First H
Employee | . | | r Emp Ing
SSH Location I—
Group/BU ’_
Supervisor
Issue | Text

Issue Date
Emp Involved J |
Union Rep | |

Arbitrator

| Article
Resolution a
Resol Date Total Cost E
Stage Date Due Completed Scroll

|% Mezxk/Previous screen of records, LI | VR
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e The Process Stage F/M program is used to define each individual case and separate process stage of
the grievance. After an employee grievance has been added to Employee Grievance F/M, each or all
of the stages can be entered in Process State F/M.

:' GRIEYANCE PROCESS STAGE F/M - New GUI MUNIS Live Database

Q= WS X GE 5w 0= 6]

Process 3tage
Short Desc

Long Desc |

Process Order r__
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E-Mail Address and Supervisor Fields Added

What it is:
Under FER mn42998, the fields “E-Mail Address” and “Supervisor” have been added to the Employee

Master programs.

Why this is useful:
The new “E-Mail Address” field can be used to forward employee check stub information each pay

period. The new “Supervisor” field is used by Grievances F/M for reporting purposes.

Programs affected by this change are:
e Employee Master F/M

e Applicant F/M
e Condensed Pending Masterfile
e Employee Inquiry
e Payroll Check Processing
™I CONDENSED PENDING MASTERFILE - Munis NEW Gui 2003 Database ] 4|
REr»BOXxQ2F v l=aa | HB| &
Employee Number 72 Social Security Ho 812-21-5454
Last First M Suf
Employee Hame |HEBERT LINDA |—
Address [MAIN ST Home Phone
| Actual HMarital Status m.
city [HONOLULY Gender [F o
State ,ﬁ Z2ip Code I Unemployment Tax
Primary Job Class gind Bl 81NN Birth Date 95;’35!1963
Primary Location 131 B FINANMCE Hire Date ll1fl]1f2ﬂﬂ3
Primary Group/BU 1 B LocaL 1e1 Service Date 32.-’[11!2933
Primary Org a1 . Gen Fund Permanent Date 02.-’[11!2933
Primary Object 10108 Bl cash Ret/Fension Date B1IB1K2B!|3
Primary Project | Incl In P/R After [81/81/1995 [
EED Ethnic Code 'c Ml caucAsIaN Pay Frequency B
EED Part/Full Time [F FULL TIME Personnel Status [Fp M
_EE0_Eunction (a1 Bl___FINaNcIAl An Check/Dffice Loc |
Supervisor | |
E-Hail Address |
ecord{s) added. 1 of 1
[%Run program selection menu | |NUM |CAPS VR

Please see FER mn42998 in the “Enhancement” document for more information.
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A/R Liability Changes

What it is:

Under mn43114 a significant change was made to AR liabilities with the addition of a new field, “Apply
credit balances to liability accounts”. This new field is located in the TAX PARAMETER MAINTENANCE
program. When loading the 2003 release, this field defaults as checked (in use, liability processing
is turned on). This means:

If this field is checked (in use, liability processing turned on), credit balances are applied to
liability accounts.

If this field is unchecked (not in use, liability processing turned off), credit balances are NOT
applied to liability accounts.

Programs affected by this change are:

Apply Pre-Payments (arprepay)
Payment Entry (arcshrct)

Process Lockbox File (arlckbox)
Web Payments Import (arwebimp)

Please see work order MN43114 in your 2003 Enhancements document for further information
regarding AR liability and programs affected.
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MUNIS DOCUMENTATION

User Manuals

In most cases, the MUNIS User Manuals are updated to the current release levels. However, in some
instances this is not the case. When this happens, the manuals are put on the www.munis.com website
as soon as they are updated. For the 2003 release, you may notice some discrepancies in the Tax and
Utility Billing manuals.

Also, please note that even if a manual is not to the current release level, it is only one release behind.
All the current information for that release is contained in the Enhancement Release Notes document.
This means that if you use the user manual and the current release notes, you still have the most up-to-
date information.
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Online Documentation

MUNIS HTML online help is created using RoboHelp software. This platform is industry standard,
meaning the MUNIS manuals are created with the best technology available. HTML format manuals
function similarly to web-pages, which has many benefits over hard-copy and PDF versions.

Some benefits of HTML online help are:

1.

Allows you to access information easily and immediately, whenever it is needed: All you
have to do is go to your PC and display the manual that you need, instead of searching around
the office for it.

Is always the most updated version: When the manuals are loaded to a central server, accessed
from the MUNIS website, or from the most current release CD, all the newest updates are
included in the MUNIS online manual.

Printable: If you need to have a hard copy version of the manual, you can print it out.
Searchable: When used from your desktop, online manuals are searchable. This means if you
are looking for a specific term or occurrence of a word or phrase, all you have to do is use the

search functionality to find all the places it is located within the document.

Customizable: See the MY NOTES section of this document.
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MY NOTES Functionality

Some things to be aware of before using

WARNING!: Do not use the MY NOTES functionality to store your crucial information. This
functionality is designed to store notes -- bits of information helpful for MUNIS processing, but not
necessary to your site.

Functionality:
One of the main functions of My Notes is to document information that should be in the manuals. If
you have notes that you think should be a part of the manual, send the MUNIS documentation staff
your My Notes information. If something is beneficial to others, don’t sit on it — please share it!
Write to the documentation staff using the docstaff@MUNIS.com e-mail address with your helpful
notes.

The Notepad functionality uses space/memory on your computer. If MUNIS does add your notes to
the manual, then you can delete your notes out of Notepad and free up space on your computer. The
notes from My Notes become part of the manual and are no longer needed in Notepad.

How to share notes:
Notepad is a program located on your computer. Your notes are specific to you, but if you need to
share notes, you can cut and paste from Notepad into another document, e-mail etc.

Saving MY NOTES:
When saving notes, DO NOT change the save path. Let the program save the Notepad document for
you. To do this, exit (x out) of Notepad and accept the default save path). It is always saved to the
same place — the same folder in which the Online Help file is stored.

e Ifyou load Manuals using the MUNIS cd, your Help manuals are located on your C drive,
Program Files, MUNIS. This is where your Notepad files are also stored. Note: These are the
same files accessed using START, Programs, MUNIS shortcut.

e Ifyou load your MUNIS Manuals from the web, create a folder on your desktop to store the file
(for example Business Licenses to store your Business License Help file). When you create
notes using MY NOTES, your notepad text files are stored in this folder, as well. As long as you
do not change any of the links, you should always be able to access the Notepad files using your
Online Help file. This remains true even if you download the latest MUNIS Help over the
version you already created notes in. The links to the Notepad documents stay the same.
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What are MY NOTES?

How to use MY NOTES

The My Notes option allows you to add notes specific to your needs using Microsoft Notepad. Once
you save this information in Notepad, it is available until you delete it. Thus, when you load new
MUNIS releases, your notes are still linked to the manual where you added them.

Note: The Online Help file must be loaded onto your individual PC for this function to be available.

E? Business Licenses =10 x|

T = &

Hide Back FPrint

Contents ||gde:-c I ﬁearchl Favarites

E||I2| Business Licenses

@ Getting_Started

@ A Auiliary_Programs

Em B_License_Processing_Feports
@ Gross_Receipts

Em taster_File_Maintenance

: Master File Maintenance
[7] Master File Maintenance
Master File Maintenance
[7] Master File Maintenance

----- ﬂ Azsess Late Payment Penalty
----- ﬂ Buziness Location Report

----- ﬂ Delinguent B eport

----- ﬂ Generate AR

..... 7] Mailing Labels

..... ﬂ Print &pplications

----- ﬂ Print Licenses

----- 7] Reverue Analysiz Report

- Hiztory
- Licenses
- Maintain C

Master File Maintenance - View Calcy

il

Master File Maintenance =
=

From the Business License menu,

e select 8) License Processing & Reports,

ct A) Master File Maintenance.

by Nntesl

ram to create and update records for
fenses, The first screen is used to enter
aintain information about the business. The
Licenses screen is used to enter and maintain the
detail license information for the business on the first
screen,

| | »

Steps for creating Notes:

1. Click on the My Notes button Ml to bring up Notepad.

2. Enter “Y”es to the message that displays: “Cannot find the ZZZZ77 .txt file. Do you wish to

create a new file?”
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Hide Back FPrint

Master File Maintenance

Cantents | Index I §ear-:h| Favc-rjte&l

=-A[]) Business Licenses 4 |

-8 Gettinn Stared El Fram the Business License menu,

-- g Untitled - Motepad ;Igll

B File Edit Format Help

C

Motepad x|
& Cannat find the Master File Maintenance MNaokes.kxt Fils,

Do you wank ko create a new file?

e Mo Cancel

Adob
Acrobat

Note: After saving the notepad document, when you come back and click on the My Notes in
this program again, you will not receive this message.

3. When you enter “Y”’es to the warning message, the Notepad displays for you to enter notes about
the program. In this case, it is notes for Master File Maintenance. The name of the program
displays in the blue bar at the top of Notepad.
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& Master File Maintenance Notes.txt - Notepad

=101 |

This is a pface where you can store personal notes that relate to the program you =]
are in.

File Edit Form, Help

pon't forget to emall docstaff@munis.com with helpful dinformation that you might be
storing here! The documentation staff will add wour pertinent notes to the manuals.

Thus you can remove the added notes from here, and free this space up for further
notes!

kKeep in mind that notes added to Notepad do take up memory space, so that is yet
another reazon to email your notes to docstaff@munis.com. when the documentation
staff adds the notes to the manuals -- you can delete the data here and save memory.|

=

4. When you are done adding your notes, click on the X to exit. A popup message appears. Enter
“Yes” to save your changes. If you click on “No”, your notes are not saved.

:j Master File Maintenance Notes.txt - Notepa _Elﬂ
File Edit Format Help

This is a place where you can store personal notes that relate to the program you =]
are in.

pon't forget to email docstaff@nunis.com with helpful information that wou might be
storing here! The documentation staff will add your pertinent notes to the manuals.
Thus wou can remove the added notes from here, and free this space up for further

notes!
Motepad x|
kKeep in mind that

another reason to The text in the Master File Mainkenance Mokes,kxt file has changed.
staff adds the not

that s yet
documentation

and save memory.
Do wou wank ko save the changes?

Wes Mo Cancel

[

5. You do have the option of saving notes wherever you want while in Notepad by choosing File,
Save as. However, MUNIS recommends that you do not change the saved path. If you
change the path, links to that Notepad file may no longer work from the Online manual.
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Printing Online (RoboHelp) Manuals

The MUNIS Help manual

All MUNIS manuals will eventually be in Help format. Help format manuals are created in
RoboHelp software, which is industry standard.

It is important to note that Help manuals are not created for viewing in printed format. These
documents are created to be viewed on-line and to provide a maneuverable, interactive Help system.
When transferring these documents to printed format, you loose both the maneuverability and the
interactive aspects.

Think of it as printing a web page. Web pages print into hard copy without page breaks, tables of
contents, indexes, etc. However, Web pages are extremely useful for what they are — usable for on-
screen browsing. MUNIS Help manuals are created in HTML format, the language of many
websites. Therefore, they function like most web sites. It is important to keep this in mind when
trying to print the Help format manuals.

Printing the RoboHelp Manuals

If you MUST print, there are several ways to print on-line manuals:

1. You can print an individual Topic.
2. You can print all the Topics listed in a Book.

3. You can print all the Topics in one step.

L Books are like folders. They contain multiple Topics.
[?1 Topics are represented by question mark icons.

Lontents | Index I Eearn:hl

Books Geting Started

7] overview

..... (7] MisbetEErmmier Verpies
..... 7] TIPS

N @ General Rules for MUNIS Accounting

Toolbar
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To print:

1. To print an individual Topic:

Go to the table of contents by selecting the Contents tab, and choose the Topic to print. Make sure
the Topic appears in the right pane of the screen as well as highlighted in the Contents pane.

In the example below you will print out the Define Start Budget Projection Topic. You will not

print the Copy Budget Projection Topic.

= = =
Hide Back Forward  Print

=10l x|

Contents ||ﬂl:|E:-: I Eearchl Favl:ur_itesl

|[I’l| Budget

@ Introduction

@ Toolbar

----- [:[1| Programs

----- Eﬂ Define_Start_Budget_Projection
Define Start Budget Projection
@ Copy Budget Projection

@ Budget Parameters T able

@ Salary_Benefit_Projections
@ Mext_v'ear_Budget_Entry

@ Roll_Factor_terge_Projection
@ Mext_v'ear_Budget_Reports

@ GL Master Budget Maintenance
@ Fost o Master for Reports

@ Budget Completion Jourmal
@ Budget_Transfers_Amendments
@ Site_Specific_Functions

@ Screens

4]

=l Fram the Main Budget
Processing menu,

s select A) Define
Start Budget
Frojection.

This program creates a
budget projection file
containing selected
accounts for entry of
next-year budget
amounts,

Accounts, regardless of
their status, that hawve
been ﬂaqqled to he

=

—1

Print

Go to the

Prinkt Topics

Y'ou can print the selected topic or all the opics in
zelected heading, *what would you i

e zelected topic

" PFrint the selected heading and all subtopics

o« |

Cancel

Print icon to display the following screen:

x|

Select the first option to print out the
Topic that you are in.
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2. To Print all the Topics listed in a Book.

Go to the table of contents by selecting the Contents tab, and choose the Topic to print. Make sure

the Book is highlighted in the Contents pane.

In the example below you will print out the Topics: Define Start Budget Projection and Copy

Budget Projection.

= = &

—

Hide Back Faorward  Print

=10l x|

Corbents ||ﬂdE:-: I Eearchl Faw:ur_itesl

|[I’l_f| Budget
@ Introduction

@ Toolbar ¢
----- |:[1| Programs
| E@ Define_Start_Budget_Praojection
{ ----- '?] Define Start Budget P'ru:uieu:tiu:un}

e @ Copy Budget Projection
----- Budget Parameters T able
@ Salary_Benefit_Projections
@ Mewst_v'ear_Budget_Enty
@ Roll_Factor_terge_Projection
@ Mewxt_“v'ear_Budget_Reports
----- GL Master Budget Maintenance
----- Fost ta Master for Reports
----- Budget Completion Jourmal
@ Budget_Transfers_Amendments
@ Site_Specific_Functions

@ Screens

The MUNIS Budget module
is a tool that assists in
the preparation of all
aspects of the annual
budget process. It permits
entry of next-year
departmental requests,
rolling and factoring by
the Central Budget office,
and adopting of the final
budget for the new fiscal
year. Up to five approval
levels, through which the
budget may pass, are
available for use,

While in the early levals,
multiple "what if"

projections may be -
4| | v

Go to the L_Fiint | Print icon to display the following screen:

Print Topics

Y'ou can print the selected topic or all the topics in the
zelected heading. *»hat would you like o do?

¥ Print the selected topic
r

x|

0k, I Cancel

Select this option to print the
highlighted Topic and sub-Topics.
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3. To print all the Topics in one step.
Go to the table of contents by selecting the Contents tab, and choose the Print button. This will print
all Topics and Books that are under the main book. In the example below, all Topics in the main
book Budget, will be printed.

ol

Hide Back Fomward  Frint

CiC] e -

(lnly]

- Toohar = Frorm the Main Budget
..... ([ Programs Processing menu,
----- E@ Define_Start_Budget_Projection
----- [2] Define Start Budaet Projection s select A) Define
e @ Copy Budget Projection Start Budget
----- @ Budget Parameters Table Projection,
@ Salary_Benefit_Projections
< @ NEHt—Year—BUdgEt—Entr}' . This program creates 3
@ Roll_Factor_Merge_Projection . .
budget projection file

@ Mext_tvear_Budget_Reports

----- @ GL M azter Budget Maintenance
----- @ Post to Master far Reports

----- @ Budget Completion Journal

containing selected
accounts for entry of
next-year budget

@ Budget_Transfers_fAmendments SEUAES,
@ Site_Specific_Functions Accounts, regardless of
\ @ Soreens their status, that have
N— lieen flagged to be =
1 3

—

Go to the L_Frint | Print icon to display the following window:

Print Topics El

Y'ou can print the selected topic or all the topics in the
zelected heading. *»hat would you like o do?

¥ Print the selected topic Select this option to print all the
(@ ﬂﬁmmmﬁrpm Topics and Books listed under the

main Book in the Contents Tab.

] 4 I Cancel |

4. More options:
For printing options, go to the Layout tab.
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&% Print 2 x|

Generall O ptio r.-"E!uaIit_l,lI

— Orientation
&% Portrait
"~ Landzcape
{” Fiotated Landscape

— Page Order

" Front to Back
™ Back ta Front

er Sheet:

J
G TS
—

Advanced... |
Frirt I Cancel | Spply |

You can print Topics one per page or more. Printing just one Topic per page makes for a lot of
paper, and page breaks do not always fall in appropriate places. Printing two Topics per page makes
the printed format more manageable, but the font is smaller. Page breaks also do not fall
appropriately.

Note: To print two Topics per page you do not need to change the Orientation to Landscape.
RoboHelp does this automatically.
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LIST OF AVAILABLE MUNIS MANUALS FOR 2003
On-Line Help Manual List

MUNIS On-Line Help manuals as of the 2003 Release:
= Accounts Payable

Accounts Receivable

Animal Licenses

Bid Management

Budget

Business_Licenses

Cash_Flow

General Billing

General Ledger

Inventory

Pensions

Purchase Orders and Requisitions

Project Accounting

System_ Administration

Workflow

New Manuals for 2003:
=  Workflow
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PDF Version Manual List

MUNIS PDF version manuals as of the 2003 Release:
= Database Definition Manual
= Payroll Auxiliary Programs Manual
= Payroll Employee Maintenance & Reports Manual
= Payroll End of Period Processing/Reporting Manual
= Payroll Processing Functions Manual
= Payroll Retirement & State Specific, Vendor Check Processing & Appendices
=  Personnel
= Report Writer Manual
=  Work Orders & Job Cost Manual

The following manuals are available in On-Line Help format as of the 2003 release. These were
previously in PDF format:

= Bid Management

» General Billing

= Purchase Orders and Requisitions
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PAYROLL CONSOLIDATED TABLE OF CONTENTS

What it is:

A consolidated Payroll Table of Contents is located on our website to assist you in locating program
information in the Payroll manuals. Currently, payroll spans 5 different manuals and locating a specific
program can be confusing. This document lists the table of contents for each payroll manual, along with
the program names and page numbers.

How to use it:

Simply search for the program in question by searching the consolidated list of each manual’s table of
contents. Once the program and page number has been located, refer to the appropriate manual. Please
be aware, this is used for reference only and cannot be linked to the manuals. We hope this process
helps you locate important information you need.
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AUTO INSTALL OF CLIENT PC

Overview of System Requirements

Important Note:

The 2003 release provides the option to automatically update to the newest Client PC version
3.50.1a. To automatically update following the 2003 upgrade, as the System Administrator you
will need to do the following:

From the MUNIS Main Menu:
e Select G) Admin
e Seclect A) General Admin
e Select B) System Parameters File Maintenance

Select 2™ screen of System Parameters File Maintenance and check the “Update Client” box:

il GYSTEM PARAMETERS FILE MAINTENANCE - *## MUNJ G 10 x|

Rr-rBO@xQ&F v @@ D &

Action

Month Labels —

JUL AUG SEFP QCT HOW DEC JAN FEE HAR APR MAY JTH

MOHIS Modules Installed -
AR AP AR AS EX F& Pi PH PO FR RW TZ UE CF
F F FF F F F F F F F F F F I«E

¥ Use entity code restrictions
Awailable to TOWH

2 = Availsble to [CITY |[DESCRIPTION FOR ENTITY CODE 2
3 = Shared

County # [14441  [TESTING COUNTY

District # 123 [ABEREVIATED DISTRICT "NUMEER"

Budgst Unit # [87621 [123456789012345678901234567890

¥ Update Client 4

SMTF Server/Port [55.555 G55 55 [25

Administrative Email Address |w0rkflowsystem@munis.c:cnm

Fecordi=s) updated.

|% Access first screen of system information. | W| |OVR

Note: The “Update Client” flag defaults in as ‘unchecked’ when the 2003 Annual Release is run which
means it can be run at a later date. When you are ready to proceed, simply ‘check’ the flag and continue
with the instructions below.

There are no visual changes between each client PC version.
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Running the Install

After the 2003 Annual Release has been loaded, as soon as each user logs into MUNIS they will receive
the following message in the lower left-hand corner of their MUNIS window, “Please wait — updating
client software...” In the center of the screen, users now see the following status box:

®I MUNIS - Municipal Information Systems - CITY OF AMERICA - As of 2003 ; 10| x|
GrRarBexQE5 w8 @6 &

Updating Client

Detected — client update required

FPlease wait while updating. .

= =

Sending update to client

|© Flease wait - updating client software, , | |NUM ‘ |OVR

The gray bar section of the status box (above) displays the automatic “push” of the client. First, it shows
that the update is being sent to the client. It then shows that the new files are extracted (below).

¥ MUNIS - Municipal Information Systems - CITY OF AMERICA - As of 2003 (]

Gr-rBlex@2F| v i=a @B &

Updating Client

Detected — client update reguired.

Flease wait while updating. ..

Extracting new files

|QP\ease wait - updating client software, .. |NUM | |OVR
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The file “mu2003350.exe” is extracted and put into the WTK root directory of the user’s Four J’s folder
(ex. C:\Program Files\FourJs\cliwtk). The program then launches automatically. The extraction process
is shown below:

Unpacking Munis Client Install...

Unpacking _Setup.dl...

Cancel |

Once the “mu2003350.exe” is successfully put into place, the setup program initializes as seen below.
Note: This only takes a few seconds.

preparing the InztallShield(R] wizard which will guide
waul thravgh the rest of the setup process. Please
wait.

When complete, the actual setup program begins. The Welcome screen is shown below:

g tuniz Client Inztall - powered by Four 'z Setup iz

Munis - Four 1's Windows Front End Install x|

powered by the Four J's Windows Front End zetup.
[f wou're curently connected ta kunis by wayp of Four
J's YWindowes Front End, vou must close it now,

g WELCOME TO THE MUNIS CLIEMT INSTALL - ‘

[t iz gtrongly recommended that wou exit all Windows programs
befare running thiz Setup program.

Click Cancel to quit Setup and then cloze any programs you
have running. Click Mext to continue with the Setup pragran.

wiARMIMG: Thiz program is protected by copyright law and
international treaties.

|Inauthaorized reproduction or diztibution of this program, or any
portion of ik, may result in zevere civil and criminal penalties, and
will be prozecuted to the maximum extent pozsible under lav.

Cancel |

The first paragraph of the Welcome screen tells the user to close down the MUNIS front end if not
already done.
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If the message is overlooked and the user is still running Windows Front End, the setup warns them
accordingly as seen below.

Please close your Windows Front End connection and
Press OF ko proceed,

(Attempk 1 of 10}

The user has up to 10 attempts to disconnect the Front End and proceed with the setup. If the user does
not disconnect after 10 tries, the set up aborts and gives the following message:

Windows Front End connection skill exists,
Setup will nowe abart,

If the user disconnects their Front End within the 10-try limit and clicks “OK”, the following screen
displays and the setup continues.

g Thank Y'ou. Pleaze wai...
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The next step of the install then disables the background and switches to full-screen mode. The Four J’s
License Agreement then displays as shown:

Software License Agreement

g Software License Agreement. Scroll down ta view the agieement in its ertirety.

FOUR J'S DEVELOPMENT TOOLS
END USER LICENSE AGREEMENT

This end user icense agresment [*Agreement”] is between you,
cither an individual or an entity, ['Licensee” or “you'") and Four
s Development Tools Lid. ["Four J")

B OPENING THE SEALED MEDIA PACKAGE, USING THE LICENSED SOFTWARE,
OR USING THE ACTIVATION KEY OF THE LICENSED SOFTWARE, rOU
ACKNOW/LEDGE THAT YU HAVE READ THIS AGREEMENT, UNDERSTAND IT,

AND

AGREE T0 BE BOLND BY ITS TERMS. IFYOU DO NOT 50 AGREE. YOU HAYE

NO RIGHTS T USE THE LICENSED SOFT%/ARE: INSTEAD YOU MUST COMPLY
IMMEDIATELY WITH THE LI

Do you aceept al the tems of the preceding Four J's Lincense Agresment? If you choase
No. the setup will close. Tarinstall Four J's Windows Front End for MUNIS. you must scoept
this agreement

< Back Yes Mo |

When you answer, “Yes” to the license agreement, the automatic install begins.

NOTE: If a user encountered a particular screen or message box that was not documented in the above
steps, please refer to the “Special Circumstances” amendment located at the end of this section.

At this point, if the set up detects that the user is already using the 3.50.1a client, the following message
displays:

Setup detecks that yvour client version is the latest available,
‘tou likely do not need to proceed with this install,

Please click Yes ko conkinue anyway, ar Mo ko cancel upgrade,

If the user selects “No” (default), the set up will terminate.

If the user selects “Yes” to proceed, or if the existing client version is older than the “3.50.1a”, the
install continues and displays small status messages to the screen until all of the necessary files are in
place.
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Once all the files are installed, the following screen displays:

Munis Client Install: Powered by Four 1's Windows Front End

Setup haz finished installing the neceszary files and
has updated your spstem accordingly. You can finish the
zetup anddor view Four J's Readhe File.

Chooze the option pau want belo:

[~ 1 would like to wiew Four J's BEADME file now:

LClick Finizh to complete Setup.

¢ Back I Finizh I

Click “Finish” to complete and exit the set up.

Note: If you would like to view the Four J’s README file, simply click the checkbox and then click
“Finish”. This exits the set up and launches Four J’s Readme.txt file in Notepad.

Of Special Interest for the MUNIS 2003 Release
March 2003
Page 100



Special Circumstances

Case One:

Although very rare, if a user disconnects their Front End within the 10-try limit, he or she may be
presented with the following screen:

Setup detecks that it does not have permission ko write to a source direckory.
Please DE-SELECT the Read-only attribuke andfor verify the Security Permissions of;
C:\Program FilestFourdsicliwek  (where ‘clivwkk’ or witk! is the Folder in question).

If wou need assistance, please contact your Syskem Adminstrator,
(Attempk 1 of 10}

In the above scenario, the setup checked the permissions of the source WTK root directory (ex.
C:\Program Files\FourJs\cliwtk). It found that it did not have permission to write to the folder “cliwtk”
or “wtk”. In this example above, “cliwtk” is the folder that is not permissioned properly.

Similar to the termination of the Front End connection, the user is given 10 tries to change to the
Security Permissions of the source folder by enabling write access. As an example, the user would
temporarily leave the setup and access the directory sited in the above message box; in this case,
C:\Program Files\FourJs\cliwtk. He or she would then right-click the “cliwtk” folder and drag down to
“Properties” and ensure that the “Read-only” box is UNCHECKED. If prompted, the user should
extend this attribute change to all files and sub-folders within the directory. Finally, the user would
click the “Security” tab (if available) and ensure that the “Write” permission checkbox is NOT flagged
to “Deny”. After applying the change(s) and exiting the “Properties” window, the user would then
revert back to the setup and click “OK”.

If the setup still detects that write permission is denied, it is recommended that he or she seek the
assistance of their System Administrator.

However, if write permission was successfully applied to the said folder, the setup will continue the
install and display the previously-cited message box and continue to the Software License Agreement:

g Thank You. Pleaze wai...
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Case Two:

The following scenario is also very unlikely to affect the majority of Munis users and is generally
limited to systems that have multiple active clients installed on their computer.

If the setup determines that a client version currently exists, it locates and reads the “wtksrv.ini” settings
file that resides in the WTK root directory (ex. C:\Program Files\FourJs\cliwtk). If this file is not found,
or if the setup was misdirected as a result of the existence of multiple settings files, the following
message box displays:

Information x|

@ IInahble ta Find wiksrw,ini File in CrProgram Files\Faur Isicliviklk,

Upon acknowledging the above message, the following screen displays:

@ Flease contack your SYSTEM ADMINISTRATOR before continuing. ..

Setup found the Four J's settings file in your WINDIR, but
did nok find the WTE Server settings File in the expected
directory, Your system is ikely configured in a unique
mannet that may prevent this install From working

propetly.

Answer Yes bo continue as a MEW INSTALL {accepting the default
configuration and possibly losing your customized settings), ar
press Mo to ABCRT the update,

“No” is the default answer and, if accepted, will exit the client install. If “Yes” is selected, the setup will
continue as a new install. As stated in the above message, answering “Yes” may conflict with current
customized settings and, therefore, is not recommended unless otherwise determined by the System
Administrator.
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